


, 
Ra 





NESS ADMINISTRATION. 
NEARY 


74 
_ 
@ 
Me 
a porn 
Ae 
ae 
‘ | 
ww 4 


" —“, Cs % 7 ‘ ) 
A ZGG7 Areniqed 








No...the IBM Electric can’t handle the petty cash but... 


it will produce The IBM gives you typing to be proud of —always 
uniform no matter what touch vou use. And it’s the 


better typing... world’s simplest electric—in design and operation. 
~ Best of all, the IBM requires 95.4% less “finger- 


effort” than a manual—to make your job easier! 









save time 
sae = Why not tell youn boss what a wonderful difference 
the IBM can make in your office . . . and how it will 
and energy, too! pav for itself by reducing tvping costs? And be sure 
to remind him that the IBM is America’s first, finest 


and favorite electric ty pewriter by far! 





ELECTRIC 
Z IBM TYPEWRITERS 


—OUTSELL ALL OTHER ELECTRICS COMBINED / 

















~ T BOOSTED 


MY SHORTHAND 
SPEED TO 120 WORDS A MINUTE 








Look What These Experts 
Say About This 
Wonderful New System! 


The key to shorthand speed is regular dictation prac- 

tice, and your records provide the student secretary 

with a rich supplement to such a program. The very 

precise and clear manner in which they are dictated 
makes easier the climb to greater shorthand speed. 

William Cohen, World's Shorthand Champion 

(280 wpm for 5 minutes) 


In my estimation the dictation disc system of develop- 
ing speed is the best I have ever seen. 

Thomas Cole, Chairman, Committee on Professional Education 

N. Y. State Shorthand Reporters 


Your dictation records are made to order for the 
teaching profession. They ease my chores and make the 
students’ work more enjoyable. By providing graded 
dictation in l-minute spurts, the results have been 
phenomenal! Paul Simone, Author of “‘A Stroke in Time’ 

Instructor, Columbia University 


We are using your records and find them invaluable in 
teaching shorthand. The records are clear and distinct 
and the students love to take dictation from them. It 
is a pleasure to recommend your records to any school 
teaching business subjects. They will greatly increase 
the efficiency of the department E. 0. Fenton, President 

American Institute of Business, Des Moines, lowa 





DICTATION DISC COMPANY 


45 rpm — Extended Play Brief Forms & Phrases 

15 minutes dictation on 45 rpm — 15 minutes 
$1.75 each $1.75 each 

O No. 1 60 & 70 wpm O No. 1 40 & 60 wpm 

O) No. 2 70 & 80 wpm [1] No. 2 70 & 90 wpm 

C} No. 3 80 & 90 wom 

O No.4 90 & 100 wpm Elementary Dictation 

O No.5 100 & 110 wpm on 45 rpm — 15 minutes 

OO No. 6 100 & 110 wpm $1.75 each 

(1) No.7 110 & 120 wpm 

O) No. 8 120 & 130 wpm O No. 3 40 & 50 wpm 

1) Complete Set — $12.50 QO No. 4 50 & 60 wpm 


©) Complete Set — $5.75 


(45 rpm continued) 
J , (4 records) 


O No. 9 60 & 70 wpm 
0) No. 10 70 & 80 wpm 

] No. 11 80 & 90 wpm 
No. 12 90 & 


Court Reporter Dictation 


560 wen on 45 rpm — 15 minutes 


33-1/3 rpm — Long Play 
45 minutes dictation 


$5.00 each $5.00 each _ $29.95 
0 No. 1 60 to 90 wpm 1 No.1 140 to 170 wpm 
1 No.2 70to 100 wpm O No. 2. 180 to 200 wpm 
[) No 90 to 120 wpm Complete Set — $8.75 
No. 4 100 to 130 wpm 


C) Complete Set — $18.00 


78 rpm — Standard 
10 minutes dictation 





170 Broadway, New York 38, N. Y. 


— by listening to records!” 


Amazing New 
Method Guarantees 
To Increase Your 
Shorthand Speed 
—Boost Your Salary 
$10 to 20 Per Week! 
Now Being Used 
and Recommended 
by 468 Leading 
Schools! 





15 Minutes 
Dictation On Each 
45 RPM Record 


Dictation Disc 
Records Available 
In All Speeds! 


Here’s the quick, easy, modern way to develop shorthand speed and 
accuracy! You practice at home, in spare time by listening to amazing 


new Dictation Disc Records — available in all speeds. 


More Shorthand Speed Means More Money For You! 

Thousands have used this effective method and increased their writing 
efficiency, poise and confidence as much as 50%! Big pay raises come auto- 
matically with higher shorthand speeds. Read what the experts say about 
this practical, inexpensive way to improve your skill. Start right now to 
boost your earnings as you build your shorthand speed by putting this 
remarkable system to work for you. 


Send No Money! Mail The Coupon Now! 


Regardless of how fast (or slow) you now write shorthand there’s a 
Dictation Dise just for you. Check below the ones you want. Send no 
money — just the coupon. On arrival pay price indicated plus COD and 
handling charges. Or, enclose cash, check or money order now and we will 
ship your records postpaid. Either way — this method MUST do every- 
thing we say it will or you may return records in 10,days for full refund. 
Mail the coupon now! 


DICTATION DISC CO. 


Dept. TS-2 170 Broadway, New York 38, N.Y. 
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Court Reporter Dictation 


[) ®. C. A. Vietor 
on Long Play — 45 minutes 


3-speed phonograph 








PLEASE SEND ME THE RECORDS INDICATED 




















T MAIL THIS COUPON NOW 





C) Both Sets Comp. $23.50 


O No. 13 100 & 110 wpm $1.75 each 

(1) No. 14 100 & 110 wpm C) No.1 130 & 140 wpm 
O No. 15 110 & 120 wpm ] No. 2 140 & 150 wpm 
O) No. 16 120 & 130 wom J No.3 150 & 160 wom 
C) Complete Set — $12.50 [J] No. 4 170 & 180 wpm 


) Complete Set — $5.75 


$2.50 each 

[] No. 1 60 & 70 wpm 

}] No. 2 70 & 80 wpm 

J] No.3 80 & 90 wpm DO AIIE ......2.20n0:0scecececscrecsescscssessnsscsnesponssessnossnsessnessnssessensesetesesesesseSensSseseneeeteesenees 
C} No. 4 90 & 100 wpm 
O No.5 100 & 110 wpm 

} No. 6 100 & 110 wpm |__|, Sn - 
}] No. 7 110 & 120 wpm 
[] No. 8 120 & 130 wpm 
we ee EE eee EEE 
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N OUR COVER—Career-girl favorite 
( by Sue Brett. A cotton-broadcloth 
sheath dress with matching Paisley-print 
short bolero. Remove the jacket and presto 
—you're all set for that special dinner date 
or an evening in town. Classic sheath 
dress in black only. Bolero in brown, 
green, or red Paisley print. Sizes 5-15. 
About $18. Available at Thalhimer Bros., 
Richmond; Harzfeld’s, Kansas City, Mo.; 
Neusteter Co., Denver; Jonasson’s, Pitts- 
burgh; The Union, Columbus, O.; 
Gimbel’s, Philadelphia. 


and 


The Happy Orphan 


WE'RE ALWAYS TERRIBLY IMPRESSED with 
what a wonderful job secretaries are do- 
ing for their bosses all over the country. 
But every once in a while we hear about 
some extracurricular activity on the part 
of secretaries that makes us realize what a 
fine group of people they really are. A 
typical example is the Airline Managers’ 
Secretaries Club at Logan Airport, East 
Boston, Mass. At a recent meeting, these 
young ladies decided to do something con- 
structive that would give more meaning to 
their dinner get-togethers. Out of this idea 
grew their “adoption” of an eight-year-old 
Italian girl through Foster Parents’ Plan. 
Little Enza Cherubini of Monteflavio, 
Italy, is now assured of $9 per month—plus 
food, clothing, and medicine when needed. 
High light of the secretaries’ recent meet- 
ing was a report by one of their members, 
Eileen Healey, employed by Trans World 
Airlines, who flew 3,000 miles to visit the 
little Italian girl. The whole town came 
out to welcome the foster parent. 


Pardon Us! 


“To ERR IS HUMAN —and we were par- 
ticularly human when we proofread the 
copy for our December issue. “The girl 
with a future” is still the public stenogra- 
pher, and you probably read all about her 
on pages 16 and 17 of the December 
Topay’s SecreTary. Please note, how- 
ever, that the hourly rate in the East for 
preparing résumés for job applicants 
should have read $2.50 instead of $2.75. 
The job rate in the South for preparing 
résumés was left out entirely and accord- 
ing to our survey is $2.50. 











Never before such Golden Ease... WW 
even the underscore is automatic! 





Only The Underwood Golden -Touch Electric gives Golden-Touch Keys: Finger-tip shaped for smoothest 
your hands such skill, such effortless speed, automatic typing. 

such print-perfect results, with every letter, Golden -Touch Carriage Return: Tops in automatic effi- 
every carbon up to 20. It’s as though you’d Gamey to Save pour Se. hat 5) 
suddenly put on ‘Magic Gloves”. That’s Golden-Touch Margin-Setting: Automatic action from 


keyboard. Ends wasteful hand-travel. 


Golden-Touch Ribbon-Rewind: It’s automatic; ends 
messy ribbon-changing. 


Golden-Touch Copy-Dial: Set it for as many as 20 print- 


Golden-Touch ... and no other kind of typing 
in this world comes even close to it! The 
Golden-Touch Electric does more work for 


you — even the underscore is automatic! perfect carbons. 
Golden-Touch Electrics come in 5 office-scheme wnaerwoos |! Call your Underwood Showroom to- 


Yeotlow Pages 


colors—with your choice of personalized type styles. day! It’s listed in The Yellow Pages. 


UNEIEPWOOG....tte oy oleate typunitr vith Goldu=Toual, 
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It’s the BLADE 


that makes the difference! 


... the razor-sharp, replaceable 
blade found only in the 


ORIGINAL DUX 
Precision Pencil Sharpener 


Always a sharp point with the twist of the 
wrist. Spillproof container in choice of 
three colors; wide variety desk and pocket 
models, including genuine leather-gold 
tooled. Many exquisite imports, brochure 
upon request. 


See your stationer or write 


FRED BAUMGARTEN, Exclusive Imports 
1000 Virginia Ave., N.E.~ Dept. X-1 Atlanta 6, Ga. 














ITE-LINE copyruoiper 





SAVES EYESTRAIN 
PROMOTES ACCURACY 
INCREASES PRODUCTION 
TAKES COPY UP TO 20" 
HOLDS NOTEBOOK 

FITS IN DESK DRAWER 
LINE MAGNIFIER EXTRA 
Send for FREE Booklet describing 
RITE-LINE COPYHOLDER 


r———- MAIL COUPON TODAY-~—“ 
RITE-LINE CORP. 
4209 39th St.,N.W., Washington 16, D. C. 


| Please send me a free copy of your Folder. 





| Name 





Zone___ State niles 





| 

| 

| 
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| Address | 
| 
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Ask the Experts... 


Business English ..... E. Lillian Hutchinson 
Secretarial Practice .. Madeline S. Strony 
Business Law ....... R. Robert Rosenberg 
Bookkeeping ........ J Marshall Hanna 


Typewriting .......... Alan C. Lloyd 
Business Arithmetic .. Vivian W’. Kline 
DED Gacawds es Charles E. Zoubek 
oer Gilbert Kahn 





Q. How can I type a musical note on the 
typewriter ? 


A. You could probably improvise one, 
but I doubt if it would look too good. Peo- 
ple who work in music-publishing houses 
have machines equipped with special keys 
(in place of the 2, ¢, *, and other keys 
that may be unessential) on the faces of 
which are a staff, lines, open and closed 
notes, and flags. I think you need these 
keys to do a decent-looking job. 


Q. One of the girls in our office purchased 
a bottle of furniture polish to use on her 
desk. When she applied the polish, however, 
it ruined the desk’s finish. Can damages for 
the desk be recovered from the dealer? 


A. When an item is bought to be used 
for a particular purpose, and the buyer 
makes this purpose known to the dealer, 
there is an implied warranty that the item 
will be reasonably fit for the purpose for 
which it was bought. Therefore, damages 
for the desk may be recovered from the 
dealer. 


> 4 
wa 
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Q. I have always thought that fish was 
both singular and plural. The other day, 
however, I heard someone say fishes. Is this 


correct? 


A. Fish has two plural forms. Fish is 
used in the collective sense, as in “Did 
you catch any fish today?” Fishes, on the 
other hand, is correct when referring to 
more than one species of fish, as “the 
fishes of the Atlantic.” 


Q. My boss will occasionally ask me to 
type a copy of a letter that is handwritten. 
Is it permissible to change the spelling 


of any word that would not change the ° 


meaning of the letter (such as sincerly 
to sincerely), or does the letter have to be 
copied verbatim? 


A, Whether or not to make changes in 
typing a handwritten letter depends on 
the nature of the letter. If it is a rough 
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draft of an unsigned letter that the dic- 
tator composed, the secretary should save 
him the embarrassment of including any 
misspellings that were due to haste and 
pressure. 

On the other hand, if the handwritten 
letter should be a signed one, it must 
be copied exactly as it is written, errors 
and all. Legal secretaries use the follow- 
ing devices to indicate that the errors 
appear in the original: an incorrect letter 
or figure is underlined; incorrect words or 
phrases are followed by [sic]: an omis- 
sion is indicated by a caret. 





Q. Is it acceptable to write Mrs. or Mr. 
before a person’s signature on a check? 


A. Banks insist that names on checks in- 
clude “at least as much as was written on 
signature cards.” Thus, if John Smith 
was written on a signature card, signing 
the check J. Smith is not enough. Writing 
Dr. or Mr. John Smith, however, is all 
right. Any title added to the name does 
not affect the validity of the signature. 


Q. Will you please define the words in- 
complete and uncompleted for me. ['m not 
sure how they should be used. 


A. The principal distinction between 
the two words is that the first is a true 
adjective, while the second is the past 
participle of a verb. /ncomplete, there- 
fore, is descriptive, while uncompleted 
emphasizes action. A report is incomplete 
because it was uncompleted. 


Q. Why is it that I can’t type as fast on a 
portable typewriter as I can on a manual? 


A. No one can type as fast on a portable 
as he can on a manual. The portable is 
not rigid enough, is likely to move more 
when the carriage is returned, does not 
have as powerful a “pull” on the car- 
riage (that pull “kicks” the keys back 
faster on a manual), and has probably 
been used by other persons who have left 

(Continued on page 6) 








“Saved 400 pages 
of typing in | week 


with a Kodak Verifax Copier” 







The advantages of the 

completely different Verifax 

Copier are rey iewed by 

Ruth E. Cormican, secretary to two 

vice-presidents at Bryant & Detweiler Co., 

Detroit, leading building construction firm. ~S 


Me, 


Ruth E.. Cormican, 
Bryant & Detweiler Co. 





“All-day retyping jobs now done in 15 minutes” contractors without costly retyping delays. 

Verifax copies of an incoming report or small 
drawing are routed simultaneously to all con- 
cerned —to customer, accounting department, 
drafting room, general superintendent. And 
Verifax copies quickly make up the difference 
when a subcontractor doesn’t send enough 
copies of a proposal. 


Takes just 1 minute to make 5 Verifax copies of 
a letter, bulletin, or other office record which 
formerly had to be retyped. 


In 15 minutes—or less—the daily output of 
a skilled typist is matched. 


“Verifax copies are photo-exact” 
Never a retyping mistake or omission. Data 
written in either pencil or pen—and spirit- 
duplicator copies — are faithfully reproduced 
with the Verifax Copier. 


“$240 Verifax Copier quickly paid for itself” 
To figure out how quickly a Kodak Verifax 
Copier will save its cost in your own company, 
simply do this: 


“Communications speeded” . 
Changes of specifications, often running from 
five to thirty pages, are passed on to sub- 


Compare the cost of retyping a page with the 
cost of making Verifax copies—you get 5 in I 
minute for just 242¢ each. 


EASTMAN KODAK COMPANY, Business Photo Methods Division 
Rochester 4, N. Y. 
Gentlemen: Please send free copy of “New Time Saver— 
New Idea for Every Office.” 


Mail coupon for new free 
booklet full of valuable 

tips for boss and secretary. 
Reveals the 101 short cuts 
which Verifax Copying has 
brought to thousands of 

offices . . . shows how the 

cost of a Kodak Verifax Copier — 
as low as $148 
the very first month, 


231-2 


Name 


Position 











Company 





Street 





is usually saved 


City State 





Prices quoted are subject to change without notice. 
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BEWARE 


of buying any dictionary 
Said to be 
“lust as good” as a 
MERRIAM-WEBSTER 


You buy a dictionary for one sound 
reason. You want to be right and to 
know that you're right. 


The one desk-size dictionary that 
fully and absolutely justifies such con- 
fidence is Webster’s New Collegiate, 
published by G. & C. Merriam Company. 
Nothing less than a genuine Merriam- 
Webster can be “just as good.” 





THE BEST costs you no more: 
$5 plain. $6 thumb-indexed. 


Only Webster’s New Collegiate, by 
Merriam, is based on the unabridged 
Webster’s New International Diction- 
ary, Second Edition — relied on as “the 
Supreme Authority” throughout the 
English-speaking world. 


Only Webster’s New Collegiate, by 
Merriam, is produced by a company 
which has specialized entirely in dic- 
tionary publishing — for over 100 years. 


Only Webster's New Collegiate, by 
Merriam, is kept up to date by a large, 
permanent staff of experts who are spe- 
cialists in dictionary making. 


And Webster’s New Collegiate, by 
Merriam, is required or recommended 
by nearly all colleges and universities 
throughout the country. 


When you visit your department, 
book, or stationery store, insist on buy- 
ing the best, Webster’s New Collegiate 
Dictionary—a genuine Merriam- 
Webster. Ask for it by name. 


i Meviam-Webslir 
REG. U.S. PAT. OFF. 
G. & C. MERRIAM CO., Springfield 2, Mass. 
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the imprint of their bad habits on the 
machine. 

It will help if you (1) do not let any- 
one else use the machine: (2) are sure 
to take the machine out of its carrying 
case completely before using it; (3) place 
the machine on a high table, like your 
dining-room or kitchen table, instead of 
on a card table: (4) are especially pains- 
taking about disentangling the jammed 
keys: and (5) keep it in fine working 
order. 


Q. 


Mr. precede the name on the carbon-copy 


When carbon copies are sent, should 


notation? For example. Mr. John Jones. 
Should the address be shown? 


A. The use or nonuse of Mr. before car- 
bon-copy notations is a matter of indi- 
vidual office style. Some offices are more 
formal than others in all matters of letter 
style. In the more formal office style, Mr. 
would doubtless be included. 

No address is required unless there is 
some reason demanding it. such as to 
identify the person intended when there 
are two persons of the same name, or to 
indicate a person in a branch office. 


Q. I've heard that however should not be- 
gin a sentence. If this is so, could it begin 


the second clause of a compound sentence? 


A. Instead of making a compound sen- 
tence in which however begins the second 
clause, the second clause may be made 
a separate sentence. But, preferably, the 
word however should not begin the sen- 
tence. The first word of a sentence occu- 
pies an emphatic that 
position should be assigned to a more 
important word than a connective. This 
example may help you: 

The objects were very poorly displayed. 
Sales, however, were numerous. 


position and 





. One of my duties as a receptionist in- 
cludes calling my employer before directing 
visitors to his office. Many people, however. 
resent my making such a call and want to 
be escorted to his office immediately. I tell 
them, as tactfully as possible, that I must 
call first, but they are still annoyed. I won- 
der if you can give me a few helpful sugges- 
tions 7 


A. In most offices, it is the practice for 
the receptionist to call her employer, tell- 
ing him that his visitor has arrived. There 
will be some people who resent the fact 
that they are not ushered in immediately. 
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The majority of them, however, will real- 
ize that you are being businesslike. 

Try not to let the visitor overhear your 
telephone conversation when checking to 
see if your employer is ready for him. To 
be on the safe side—in case your employer 
does not want to see the visitor—you 
might say something like this to your em- 
ployer: “Mr. Jones of the Strayer Com- 
pany is here to see Mr. Smith.” Then, if 
your employer. says that he will see him. 
you might go up to Mr. Jones and say 
quietly, “Mr. Smith will see you in a mo- 
ment.” 


Q. u ould 


clarify the meanings of the words presum- 


I would appreciate it if you 


ably and presumedly. 


A, Presumably and presumedly are syn- 
onymous: presumably is more commonly 
used, however. 
preferable. 


We therefore consider it 


Q. The father of a minor who lives at home 
has always taken her salary and given her 
the amount that she needs for expenses. 
When she becomes of age. may this girl re- 
quire her father to repay the money he with- 


held? 


A, A parent is legally bound to support 
his child. While such liability exists (she 
lives at home), the parent is lawfully en- 
titled to her earnings until she becomes 
of age. 


Q. When typing a letter in which an ex- 
cerpt from a report or another letter is 
quoted, where should the quotation marks 
be placed? 


A. Quoted extracts of more than a few 
lines may be handled in several ways: 
(1) Type the extract single spaced in a 
shorter line length than that used for the 
balance of the letter. Do not enclose the 
extract in quotation marks. 

Or (2) type the extract in the same 
line length and spacing as the balance of 
the letter, placing the quotation marks 
at the start of each paragraph but at the 
end of the last paragraph only. 

If a block style is being used for the 
letter, type the opening quotation marks 
flush left. Also start the second line of 
the paragraph flush left. Do not go into 
the left-hand margin with the quotation 
marks. 





We invite you to send us any 
questions that you have pertain- 
ing to Business English, Type- 
writing, Business Law, Secretarial 
Practice, Arithmetic, 
Filing, Shorthand, or Bookkeep- 


ing. Your questions will be 


Business 


answered by our experts in a per- 
sonal letter and also in this col- 
umn. In the column, only ques- 
tions and answers will be used— 
no names will be mentioned. 














olivetti 





The Olivetti Lexikon Electric lets you 
type the world’s most beautiful letters, 
so quickly and clearly that compliments 
pile up the way work used to! (And the 
automatic switch shuts off the motor 
when you forget.) The Olivetti Lexikon 
Standard is every bit as handsome, and 
has many exclusive features to make 
life pleasanter for typists. Olivetti 
Corporation of America, 580 Fifth Ave- 
nue, New York 36, New York. 
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How to tickle your typewriter’s keys 


There’s just no question about it! You get ‘‘the very 
most” out of your typewriter when you pamper it .. 
with Roytype Park Avenue® Silk Ribbons and Park 


¢ » e] > ( yy 
Lane” Carbon Papers. Px 
Here’s why: 


'-1@) R44 
Park Avenue Silk Ribbons are super sheer, guar- S > 


anteeing you a sharp write every time. They last “<k Rise 
longer, too, because they have greater length. (This 
means less ribbon changing.) 
Park Lane Plastic Back Carbon Papers are non- 
, curling, clean-handling, and leave no feed roll marks 
on the copy. 


Your local Roytype Representative is listed under 
“Typewriter Supplies” in the classified telephone 
directory. Why not call him today? 


® 
G ROYTYPE®...quality supplies 
for all business machines. 


1 department of Royal Typewriter Company, a Division of Royal McBee Corporation 





type, ¢ 
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YOU CAN PAY MUCH MORE IF YOU WISH 






Heyer has broken the price barrier with the new Mark II Conqueror 
automatic electric spirit duplicator. Every office duplicating job— 
bulletins, form letters, sales plans, special office forms, etc.—can 
be produced much more easily on the new Model 76 Mark II 
Conqueror, at the rate of 110 clear, crisp copies per minute in 1 to 
5colors... ata fraction of a cent per copy. Its constant speed 
produces better and more uniform copies; it frees the operator 
so that the copies can be observed; it permits pressure and fluid 
controls to be adjusted at will; and most important... there’s no 
effort on the operator's part! The Model 76 offers all this .. . at 
a price that can't be matched. 








movEL 70 >Gfark 
CONQUEROR 


For those who are looking for 
a fine quality duplicator at 
the lowest possible price... 
the hand-operated Model 70 
Mark II Conqueror is the per- 
fect buy. It has been completely redesigned too, and now features 
a new Feed Release Button as well as Paper Stackers, previously 
found only on the Model 76 automatic electric duplicator. The 
Model 70 Mark II Conqueror hand-operated duplicator prints up 
to 110 copies per minute of anything typed, written $4.95 00 
or drawn on the master...in1 to 5 colors at once. 





Pius Tax 








but now Heyer offers push-button 
duplicating at little more than the 
price of some hand-operated machines 


AUTOMATIC ~Gark 
CONQUEROR 


SPIRIT DUPLICATOR 


$29959 


Engineering improvements on the Model 76 Mark II Conqueror 
include a brand-new Feed Drive Mechanism which works only in 
a forward motion... eliminates the lurch found in old-fashioned 
reciprocal drives. It has new High Precision Clutches and Nylon 
Gears that are quiet and need no lubrication, plus an 11” and 14” 
Cylinder Stop. The completely redesigned Motor Drive gives 
smoother operation, while the conveniently positioned Motor Bar 
permits effortless fingertip starting. Operating instructions are 
permanently printed on the Model 76, so anyone can operate 
it in a jiffy. Feature for feature ... this Mark II Conqueror is the 
biggest value in spirit duplicators today! 


The HEYER Corporation 
1864 South Kostner Avenue, Chicago 23, Illinois 


(] Send additional information about the new Mark II 
Conqueror duplicators. 


() Please arrange a demonstration. 


NAME___ POSITION 





COMPANY____ 





ADDRESS 





CITY STATE 
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faster filing 
easier finding 


BARKLEY TAB 





Secretaries choose Barkley Tab File Guides 


because they make the job so easy. How? 
Well, each tab is both angled and magni- 
fied—takes only a glance to find the file 
you want. And there's no stooping to read 
bottom files either for the Barkley Tab 
gives full 90° visibility. Another thing, 
Barkley Tabs are durable—they stand up 
under constant use for years. The next 
time you make up your supply list... be sure 
to add Barkley Tab Guides . . 


. at the top. 


C. L. BARKLEY & CO. 


1220 W. VAN BUREN ST. - CHICAGO 7, ILL. 





types her best 
using the 


_Leéoots, COPY HOLDER 


@ all-Metal—one piece 
@ “sight level" convenience 
@ holds postcard to phone book without tipping 


Today’s secretary has found the Liberty Copy- 
holder an efficient aid for faster, better typing 
... no gadgets or devices to detract the user. 
Designed so it puts copy in full view at correct 
angle for easy, efficient work. Size: 7” wide, 
9" high, 5” base. So low in cost every typist 
in your office should have one. 


ORDER NOW! If not available from your 
local stationer, order direct from— 


BANKERS BOX COMPANY 





Makers of Liberty Record Storage Products 


2607 North 25th Ave. @ Franklin Park, Ill. 
10 











THE BOSS SPEAKS OUT 











Adaptability— 
Mark of a Good Secretary 


BY DUNCAN MACRAE, Director of Studebaker-Packard Styling 
Studebaker-Packard Corporation, South Bend, Indiana 


F ALL THE REQUIRE- 

MENTS that are necessary 
to make a secretary a good secre- 
tary, none takes precedence over 
the virtue of adaptability. A girl 
may be able to tvpe with the digi- 
| tal dexterity of a Heifitz and take 
legible dictation from a tobacco 
auctioneer, but she will never ad- 
vance beyond the position of a 
stenographer unless she also has the 
ability to adjust herself to the vary- 
\ing requirements of her position. 





ONE EXCELLENT CASE IN POINT is M) 
own secretary, Esther McCum- 
'mings. Technically, Miss McCum- 
mings is secretary to the director 
'of the Studebaker styling depart- 
_ment. She also, however, serves as 
receptionist, adviser, secretary, han- 
dy woman, and general “house 
mother” for the 32 employees in 
the department, who each year de- 
sign Studebaker cars and trucks. 

Adapting to the various person- 
alities and temperaments of these 
| men requires an exceptional degree 
of versatility and understanding on 
her part. In addition, the nature 
of the work done in a styling de- 
partment is such that Miss Me- 
Cummings must possess an unusual 
amount of discretion. 

Security, for example, has as 
much importance in an automotive 
styling studio as it does in a top- 
secret Government project. If an- 
other manufacturer should learn of 
a stvling change in such a “minor” 
matter as a front bumper on the 
_new Golden Hawk sports-type car, 
it could mean that our company 
_would have to make costly changes. 
Considering that one die for bump- 
ers costs $250,000, it doesn’t take 
long to figure the possible cost of 
redesigning a new one. 

Since Miss McCummings is “on 
\the inside of things,” she is often 
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asked about new styling changes 
that are being made for next year’s 
automobiles. She knows the value 
of silence; and when questioned 
about a new model she smiles, re- 
plies that the new cars will be 
terrific, and then quickly changes 
the conversation to another subject. 

Miss McCummings also often 
finds herself engaged in many di- 
verse activities that seem far afield 
of normal secretarial duties. Some- 
times the stylists and designers 
will approach her for the woman’s 
viewpoint on a new fabric, color 
treatment, seating position, or ex- 
terior styling. Once they used her 
as a model to determine whether or 
not a new car would be comfor- 
table for women drivers. In another 
instance, she spent four hours rid- 
ing in a new truck so that she could 
qualify to give the feminine view- 
point on a new treatment of truck 
design. New situations crop up 
every day for Esther, and she must 
continually be ready to meet them. 


I FIRMLY BELIEVE that the mechan- 
ics of a secretary's job should be 
top-notch for quality performance. 
If her typing is slow and inaccu- 
rate, if her ability to take and 
transcribe dictation is below par, 
and if she is not well-grounded in 
the use of proper English, she 
definitely lacks the skills necessary 
for being a good secretary. But the 
virtues of a good secretary, as I see 
them, extend beyond the realm of 
mechanical perfection. She must 
have qualities that set her apart 
from the ordinary office worker— 
qualities that make her particularly 
invaluable to the man for whom 
she is working. If she has these 
“extra” qualities, then she ranks as 
a true girl Friday and is entitled to 
the responsibilities and the com- 
pensations accorded her position. 








Photographed at Peck & Peck, Fifth Avenue + Clothes by Peck & Peck. 


alive after five... thanks to her Remington® Electric typewriter 


And no wonder—electricity does 
the work—helps today’s smart 
women of letters turn out such 
truly beautiful work in so little 
time, with so little effort and so 


pleasing to the boss. 
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The 
Favorite 
“Red Head” 


in every 
Office 


For the benefit of 
Secretaries who ™ 
prefer a soft red ¢ 
typewriter eraser in 
a more convenient 
shape, A.W.FABER 
has produced 
EraserStik 7066 
and 7066B. This 
completes the 
EraserStik service 
which has changed 
America’s erasing 
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Whatever your preference 
— either our all-utility 
gray EraserStik (7099 

and 7099B) or our 
gorgeous new Red Head 
— you now can have Ry 
the convenience and 
the efficiency of the 
better, modern erasing 
method—the EraserStik 
method. 
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Your Dealer carries 
both styles. 


A.W.FABER 


CASTELL 


PENCIL CO., INC. » NEWARK 3,! 


SECRETARIAL 
book 


shelf 











Business English, by Janis, Kilduff, and 
Dressner, is designed “to aid the business 
correspondent who wishes to improve his 
ability to write effectively.” Part One of 
this “College Outline” is keyed to 16 
standard textbooks. If you are already 
studying one of the textbooks mentioned 
in the Outline (such as Hagar, Stewart, 
and Hutchinson’s Business Letter Writ- 
ing), you will find that certain pages of 
the Outline correspond to certain chapters 
in the textbook. If you are using the Out- 
line for review purposes, you may want to 
consult one of the standard textbooks for 
another treatment of the subject. The text- 
books are listed both in a bibliography 
and in a quick-reference table. Part Two 
of the Outline deals with grammar and 
usage. Business English is published by 
Barnes & Noble, Inc., 105 Fifth Avenue, 
New York 3, New York—330 pages, $1.75. 


A business and reference directory that 
should find its place in every office library 
is the Encyclopedia of American Associa- 
tions. More than five thousand associa- 
tions, societies, chambers of commerce, 
and clubs are listed. In each association's 
listing are the address of the national 
headquarters, the executive secretary, 
number of members and staff, year found- 
ed, and a general description briefly out- 
lining the membership and purpose of the 
group. 

In addition to the basic volume, two 
supplements are included. Supplement 
One lists new organizations, changes of 
address, and deletions. Supplement Two 
lists associations by broad subject and 
functional groupings such as wholesale, 
retail, and communications. 

The Encyclopedia is published by Gale 
Research Company, 424 Book ‘Tower, De- 
troit 26, Michigan. 


Once Is Enough is the provocative title 
of an illustrated booklet on losses from 
business frauds, published by the Cum- 
mins-Chicago Corporation. According to 
the booklet, two-thirds of such losses can 
be prevented if invoices and supporting 
papers are permanently canceled. It points 
out how ordinary methods of cancella- 
tion—using ink, pencil, stamping, or sta- 
pling—are subject to error and fraudulent 
change. A method of permanent cancel- 
lation with a Cummins perforator is 
described, where the machine perforates 
the invoice and all supporting papers 
at one time and permanently. For a 
free copy of Once is Enough, write 
to Cummins-Chicago Corporation, 4740 
North Ravenswood Avenue, Chicago 40, 
Illinois. 
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Gets the § Ju sus 
onthe cleaner instead 
of your fingers 


AW.FABER 





e 





TYPE ER 


The dirtiest job a Typist has to do— 
cleaning the keys on her machine—is 
a breeze when she uses the new 
AW.Faber Plastic Type Cleaner. 


It comes in individual strips. Just place 
a strip lengthwise across the keys, 
press firmly, then lift off. Repeat ap- 
plication over entire type area. Then 
toss the dirty strip into the basket. 
Next time use a fresh strip. 


No unpleasant fumes. No working 
with a big, messy ball of gook. 8 
strips for 8 cleanings. Saves time, 
keeps fingers clean. 


Get a box today. But don't let any- 
one talk you into buying a substitute. 
Look for the AW. Faber label. 


A.W.FABER-CASTELL 


PENCIL CO., INC. NEWARK 3, N. J 
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The new | 
a OoOmptometer 
F Commander 


‘Makes Dictation Easy as Talking 
to an Old Friend” 


All controls are in the 
palm of your hand... 
with UNIMATIC 
REMOTE CONTROL 
MICROPHONE 
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e Dictate 

e Listen 

© Unlimited Review 

e Erase unwanted words 


® Mark end of letter... 
electronically 


Use same machine for 
dictation, transcription 


2 


Lifetime belt—never wears out 


Try it FREE in your office 


Through electronic magic the portable Comptometer 
COMMANDER puts perfect letters on your desk in half the time, 
because it automatically erases unwanted words and phrases 
as you redictate your message. You hand your secretary 
perfect dictation every time. Yet, dictation is as easy as 
talking to an old friend because ALL controls are in the palm 
of your hand. 


The same machine serves as a transcriber...it’s as easy to 
transcribe as to listen, because, with perfect dictation, 


there’s no need for time-wasting, error-breeding pre-editing. 


Best of all, the Comptometer COMMANDER actually pays for 
itself over and over. The mailable Lifetime guaranteed Erase- 
O-Matic belt wipes clean, electronically, in a second, ready 
for re-use thousands of times. No recurring cost for belts, 
discs, or cylinders. 


Learn how easy dictation can be—how anyone can turn outa 
far greater volume of perfect letters easier, faster! Want 
proof? Mail the coupon! 


omptometer — BETTER PRODUCTS TO BETTER BUSINES: 








COMPTOMETER—World's fastest way 
to figure. Try it FREE on your work in 
your office. Use coupon. 





Comptometer COMPTOGRAPH “202” 
—No lost hand motion. More fine fea- 
tures than any other 10-key machine. City 
Try it FREE—use coupon. 


Felt & Tarrant Mfg. Co. 

1708 Marshfield Ave., Chicago 22, Ill. 

In Canada: Canadian Comptometer, Ltd. 

501 Yonge St., Toronto 5, Canada 

Arrange a FREE office trial for me on: 

a Send me literature on: 

[_] Comptometer COMMANDER 

[_] COMPTOMETER Adding-calculating Machine 
[_] Comptometer ComPTOGRAPH “202” 











' 
| 
| | 


Address__ 





State__._. 


___.Zone 
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Quiet please! 


We're working 


Nothing does more work more quietly than the 
new Royal Electric. 


It will help you do more work, better-looking 
work, faster... because it’s 13 times easier to 
operate than non-electric typewriters. 


And it goes about its business quietly. The 
new Royal Electric muffles irritating typewriter 
noises so you can hardly hear them. It’s as easy 
on your ears as it is light and easy to your touch. 


Pretty, too! The new Royal Electric comes in 
5 exciting two-tone “‘Royal-tone” colors to 
brighten up any office. 


If you believe that typewriters should be seen 
but not heard, call your Royal Representative 
for a free demonstration soon. 





electric + standard + portable 
Roytype® business supplies 


World’s Largest Manufacturer of Typewriters—Royal Typewriter Co., Division of Royal McBee Corp. 
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Crype writers 


BY MARY JOLLON 


HE BUILDING on New York’s Park 

Avenue is towering, handsome, new. 
A doorman bows you in; an elevator 
whisks you silently and speedily to the 
penthouse. There you're confronted by ; 
a red door that, except for a small ini- iad 
tialed plaque, could be the entrance to 
any Office. 


The lions of Timna (75-50 B.C.) listen as Doctor Phillips gives Eileen some notes on their discovery. 


oe 





PHOTOS BY RICHARD DEAN 





Eileen’s day is a busy one. She finds an appointment 





A daily task for Eileen—watering 


calendar a necessity, double-checks it the plant that adds a touch 
each morning to see what's on her schedule. of the outdoors to her office. 


But behind that door lies a very unusual office in- 
deed. A first glance reveals beauty and luxury—thick 
carpets, a huge curved desk, silk draperies, and invit- 
ing chairs and couches. Then the eye is caught by 
more unusual things. Brilliantly colored flags stand 
behind the desk; crowded bookshelves contain statues, 
pottery vases, and jars, all bearing the stamp of an- 
tiquity. Elaborately decorated sheaths curve around 
knives of dangerous appearance. And near the door, 
two bronze lions stand guard below a lovely alabaster 
lady whose eyes have looked on countless centuries. 

This is the office of the American Foundation for 
the Study of Man, a rather formidable title for a 
rather fabulous organization. Here men meet in the 
most modern of settings to discuss the glories of by- 
gone civilizations; here expeditions are planned and 
sent forth to the still-unexplored regions of the Middle 





East; here ancient history comes alive in a very ex- 
citing, very personal way. 

The girl who works here is unusual, too. Egyptian- 
born Eileen Salama is secretary to Dr. Wendell Phil- 
lips, dynamic young president of the Foundation. Her 
dark beauty and chic clothes seem made for this Park 
Avenue setting. Yet she has been “of invaluable as- 
sistance” on four expeditions to the Middle East, 
where she talked to sheikhs and kings, lived in mud 
huts, and battled spiders 7 inches wide. 

“The spiders were the only things I couldn't get 
used to,” Eileen confesses with a smile, “particularly 
when they'd hide in my shoes or try to share my bed. 
But they were only minor irritations. Expeditions 
mean hard work, but they're always exciting. And,” 
she added, “so is life in New York.” 

Eileen arrives at the office each morning at ten 


Letters arrive from the four corners 
of the world, are always answered promptly 
by either Doctor Phillips or his secretary. 








we 








Eileen answers the phone “a hundred times a day,” uses 
charm and tact in dealing with the many callers. 


Files that any secretary could boast about— 
crowded, yet as neat as the proverbial new pin. 
















o'clock, an hour that may seem delightfully late to 
some early-rising secretaries. Five o'clock, however, 
doesn't find her heading for home. “This is really 
a twenty-four-hours-a-day job,” she declares. “I must 
be in the office whenever [m needed—be it seven 
oclock on a date night, the Saturday I'd set aside 
for shopping, or a holiday afternoon. But I love this 
life—I wouldn't trade it for another!” 

Her “untypical” day may involve setting up ex- 
pense sheets, making travel reservations for a boss 
who's out of town about half of every year, or a ses- 
sion with the Dictaphone as she types up material 
Doctor Phillips dictated the night before (he keeps 
even later hours than his secretary ). Or she may check 
copy for a forthcoming magazine article about the 
Foundation, or act as “Arabian adviser” on an article 
Doctor Phillips is writing. 

In addition, the Foundation is swamped with written 
requests from all over the world. The most common 
query—How can I become a member of your next ex- 
pedition?” Some of these letters come from scientists, 
photographers, students, and the like, who are as- 
sociated with archaeology in one way or another. But 
other requests come from people who are simply 
swayed by thoughts of adventure in a foreign land. 
Many are willing to do any kind of work without pay 
in order to participate in an expedition. 

Eileen answers most of these letters herself, con- 
sulting with other staff members only when necessary. 
Carbon copies of all letters are carefully filed, a task 
that our heroine finds none too pleasant, although 
her file drawers are models of neatness. 

Doctor Phillips is in great demand as a speaker at 
various group meetings. On such occasions, Eileen 
accompanies him. She is introduced as an “Arabian 
expert” and says a few words in Arabic. Then her part 
in the proceedings is over until the end of the talk, 
when she is surrounded by crowds of people asking 
questions. 

Two years ago, Doctor Phillips wrote a book about 
the Foundation’s expeditions in southern Arabia. Not 
only did Eileen play a prominent part in the book it- 
self, but she was often consulted by the author on 
questions concerning Arabia. And she typed every 
page of every draft, a herculean task in itself. 

Happily for all concerned, the book, Qataban and 
Sheba, achieved a success not usually won by a work 
of this type. 


EILEEN SPENDS MUCH OF HER TIME in her own office, 
a spot that any secretary would love. There are thick 
carpets, a handsome desk, modern lamps, picture 
windows. Bright draperies and a plant add color in- 
terest, as does a rust-red couch that Eileen hardly ever 
uses. “There just isn’t time,” she mourns. 

This Park Avenue office is a long way—in distance 
and atmosphere—from Cairo, where Eileen was born. 
Until her late teens she led the typical life of a daugh- 
ter of well-to-do parents. Winters were spent in 
school, summers devoted to (Continued on page 56) 
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BY E. LILLIAN HUTCHINSON (KEY TO TEASERS ON PAGE 58) 


words / can be teasers 


Is It “-er” or “-re’? 


The British usually spell words like center with a final -re. Even in American usage, however, -re is 
the correct ending for many frequently used words. Which of the following preferably end with -er and 
which with -re? 


. ac. 3. luc__ 5. meag__ 7. met__ 9. spect 


2. Sb 4. massac__ 6. medioc__ 8. og__ 10. scept. 


. “ > » 
Dropping Your “Gs 
The letter g is silent when we pronounce many everyday words. The following are brief definitions 
of some of these words. What are they? 


1. To chew upon 4. Knotty, twisted 


2. A small insect 5. Kindly, gentle, gracious 


3. The membrane dividing the chest and 6. To grind together 


abdominal cavities 7. A fabled subterranean being 


“In” or “Un”? 


Would you prefix in or un to the following words to form the negative meanings? 


1. adequate 3. certain 5. audible 7. essential 9. fallible 


2. capable “4. controllable 6. digestible 8. necessary 10. responsive 


They All End with “Eat” 


Each of the following briefly defines a word that ends with the sound of “eat.” Spell the words. 


1. A notable deed 6. Prudeat 
2. Vanity 


7. To deposit in a hidden place 
3. To exhaust 8. The opposite of sour 
4. More than one foot 9. A widely used cereal grain 


5. A retinue; a number of things constituting a set 10. A written acknowledgment that money was received 


How Well Do You Know Your Dictionary? 


Which lettered item correctly completes each of these statements pertaining to the dictionary? 


1. The mark under the letter c in facade is known as: 4. The abbreviation v.i. following a word means that the 
(a) an acute accent, (b) a diphthong, (c) a cedilla, word is: (a) very illiterate, (b) a verb, irregular, (c) a 
(d) a ligature. verb, intransitive, (d) short for the Latin vide infra, 

2. A gazetteer is: (a) a biographical dictionary, (b) a meaning “see below.” 
geographical dictionary, (c) a list of symbols, (d) a 5. The mark over the n in canon is: (a) a tilde, (b) a 
list of abbreviations. dieresis, (c) a circumflex accent, (d) a grave accent. 

3. A synonym is: (a) a brief definition, (b) the indica- 6. Orthography refers to: (a) correct spelling, (b) an 


tion of the correct pronunciation of a word, (c) the explanation of word origins, (c) the correct pronuncia- 


same as an antonym, (d) a word of the same meaning. tion of a word, (d) a list of foreign words and phrases. 
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BY EVELYN EVANS 


A OE tren tebe te nega 


‘ 


N LAST MONTHS article, “Five O’Clock Sparkle,” 
| we analyzed job performance and considered ways 
of eliminating fatigue at the end of a workday. This 
month, let’s take a look at the center of the stage— 
your work area—where you spend most of your time 
in your role as career secretary. 

Whether you're a star, a supporting player with 
minor billing, or just an extra, your work area is a 
reflection of you. It’s seen by your boss, your co- 
workers, and office visitors. It may even determine 
whether you play your part for the run of the show 
or whether it eventually goes to an understudy. Shall 
we stand away from the stage, as though we were in 
the audience? Let’s try a center-aisle view of your 
most important prop—your desk. 
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desk 





Your desk is important because it describes you and 
it describes your job. The late Heywood Broun, 
well-remembered essayist and columnist, wrote pre- 
cise and beautiful prose, but his baggy and unpressed 
appearance caused one of his contemporaries to re- 
mark: “Heywood always looks like an unmade bed.” 
The phrase just as accurately describes the tops of 
some desks, but few of us can expect the privileges 
of a Heywood Broun. 

If your closet at home is in such a crush of confusion 
that your clothes are wrinkled when you take them 
out (and you have no time to press them); if you're 
always late for appointments, including your daily 
9-a.m. date; there are probably very few square 
inches of blotter or empty space showing on your 
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desk. If you're a weil-groomed girl who looks as 
though she’s on her way up in the business world, 
and if the letters you place on your boss’ desk are often 
signed without a word-for-word reading, your desk is 
probably attractive. 


HAve you EVER counted the hours per week that you 
spend at your desk? They're enough to merit a few 
moments devoted to making it a pleasant place to live, 
as well as to work. 

In the morning, when you walk into your office, a 
tidy desk promises a happy working day. Hours later, 
you'll be more apt to go home with five-o'clock fresh- 
ness if it’s still looking trim. In the interim between 
nine and five, papers of all shapes and sizes will have 
crossed that desk—incoming letters, reports, magazines, 
outgoing letters, presentations, phone messages, 
memos, notes to yourself. Some of them remain— 
tucked into the corner of your blotter pad, or stacked 
or scattered in front of you. 

There’s an old saying that an ideal executive never 
has anything on top of his desk except the paper that 
he may be using at a given moment. The theory is 
that he makes decisions without delay and that he 
delegates duties. Thus it would seem that if large 
polished surfaces are evident on the boss’ desk there 
must be a great deal of material on his secretary's. 
But if she’s an efficient secretary, her desk never looks 
crowded. It is organized so beautifully that although 
she may keep papers representing volumes of work, 
she looks serene and her desk looks uncluttered. 


WHAT HAPPENS AT YOUR DESK between your entrance 
at nine and your exit at five may mean the difference 
between fatigue and freshness when you pat the last 
dab of powder on your nose. The secret? It’s in the 
organizition of the action on stage. 

Youll find your cues in the flow of your work. 
Think of the usual order of scenes and list them. 
Opening the mail is often the first, dictation some- 
times the second, typing a possible third, with phone 
calls and visitors scattered like punctuation marks. 
Develop a system so that material will work its way 
logically across your desk. 

“In” and “Out” boxes may take care of incoming and 
outgoing papers. If not, properly marked folders may 
do the trick. A more complete set of folders will help 
if you are unusually busy. Here is a suggested list that 
may be adapted to your particular needs. 


Incoming Mail for Mr. Jones 

Messages—Phone and Outside Visitors 

To Discuss with Mr. Jones (notes for yourself 
and messages from employees ) 

Dictation to Type (notebook and relevant papers ) 

For Mr. Jones’ Signature 

Papers for File Box 

Work To Be Done (by you) 

Later Jobs To Do (work for your odds and ends 
ot time ) 


Perhaps a flat, leather-covered folder with a step- 
ladder of compartments might eliminate some of 
the folders and keep papers available but out of 
sight. If you don't have one, you might make your 
own by stapling together ordinary file folders. If 
you use those with tabs in graduated positions, they'll 
look neat and youl find that you can refer to them 
easily. 

If you often have bulky material, a work organizer 
might help. This is an upright work separator with 
metal partitions about 2 inches apart. 


Drrectcy in front of you, try to keep a clear working 
area. Adjacent to this area, use the space nearest to 
vou for papers being held temporarily, such as phone 
messages to be delivered when a caller leaves the 
boss. Reserve the areas farthest from reach for material 
used least often. 

Close to the phone, keep a small scratch-pad and 
a sharp pencil. Leave phone-message blanks under- 
neath the pad. It’s a good idea to take shorthand notes 
on everything that a caller says and then transfer your 
condensed version to the message blank for your 
boss. 

The scratch-pad will probably need replacing often, 
but you'll find that it’s easier to jot down reminders 
to vourself than it is to wonder later whether any 
small detail has been skipped. To make sure you 
haven't missed something, you have only to look in 
the wastebasket, where you tossed each reminder note 
after you took care of it. 

Of course, your desk calendar will have notes, too, 
of work scheduled ahead, appointments for your boss, 
and the bigger tasks for yourself. Crossing off each 
entry as soon as the job is done is helpful, as is the 
four-thirty habit of checking to see if the calendar 
has been cleared. 

Incidentally, don’t forget to save the pages from 
your calendar. They'll be useful as reminders of items 
for the expense account, memos when you compile 
reports, and they might even help your company 
avoid a lawsuit! 


Try TO KEEP your desk traffic moving. As you finish 
one job, remove the corresponding papers. Return 
books to the library as soon as possible. Send ma- 
terial to the files or put it in a file box. Keep work 
folders and supplies inside desk drawers, except when 
they are actually in use. Store all extra supplies in 
a separate cabinet. 

“A place tor everything and everything in its place,” 
isn't just the whim of a bespectacled office manager. 
It does make for efficiency, but more important—if 
youre anticipating five o'clock sparkle—it’s an aid to 
relaxation. Clutter means fatigue. A well-organized 
desk encourages a feeling .of control. 

Your desk can reflect either backstage confusion or 
spotlight performance. Why not act like a professional? 
You'll get more applause and will enjoy the star 
billing of your secretarial role. 
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The Personnel Touch 





BY KAY BUTNER 


Personnel Director, Popular Science Publishing Company 


How to Ask for a Raise 


HAVE A GOOD JOB and a 
| wonderful boss, but I have 
worked for a year without any in- 
crease in salary. Since I like my job 
very much, I would prefer staying in 
it but don't feel I can do so unless 
I get a raise. What do you suggest I 
do? 

TODAY, MANY LARGE COMPANIES 
have definite salary-review periods, 
at which time proposed increases for 
all employees are considered. But 
there are still many small companies 
that follow no set pattern as to how 
and when raises are given. Evident- 
ly, you work for such a firm; so it 
will be up to you to do the asking. 
Before you approach your boss 
about a raise, however, be sure that 
you deserve one. Salary increases 
for office workers are usually based 
on merit. In other words, a job well 
done merits an increase. Whether 
a compauy uses a tormal merit- 
rating form (filled out periodically 
by department heads ) or some other 
system, there are certain character- 
istics that are always considered 
when recommending an employee 
for a raise. Use them in testing your- 
self. 

© How well do you know your job? 
Are you constantly asking your boss 
questions, or can you do most things 
yourself? Can you handle problems 
that come up in your boss’ absence? 
¢ Do you turn out work that is 
“pretty as a picture” or do you find 
yourself retyping material returned 
to you by your boss? 





e Have you made progress in tak- 
ing on more work—perhaps some 
tasks on your own—since you started 
your job? 

© Do you get along well, not only 
with your boss, but with your fel- 
low workers? Do you have a pleas- 
ant personality or are you forever 
grumbling about something? 

© Do you come to work on time, and 
do you give your employer a full 
day's work? 

e Is your attendance record some- 
thing you're proud to talk about? 
¢ Do you keep yourself and your 
office attractive, clean, and neat? 

Actually, it is wise to make this 
type of self-appraisal periodically. 
Start out by doing it after you have 
been in a new job for six months. 
Then, if your boss hasn't told you 
how pleased he is with your work, 
make it a point to have a short, in- 
formal chat with him about your job. 
This little conference should simply 
be for your own information and 
guidance, rather than for a raise. 

If, however, you have never dis- 
cussed your job progress with your 
boss over a period of one year, now 
is as good a time as any to have an 
honest talk with him. Don't go in to 
see him with a belligerent attitude, 
complaining that you've had plenty 
of experience and therefore deserve 
a raise, Don’t tell him that you heard 
that Sally Jones just received an in- 
crease, and you think you should 
too. Past experience, length of serv- 
ice, or comparison with a fellow 
employee have little influence on 
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whether you get a merit increase. 

Arrange to see your boss on a day 
when he isn’t too busy and when 
you know his spirits are good. Speak 
to him calmly and confidently. Tell 
him that you like your job, the firm, 
and working with him. Assure him 
that you have no immediate plans 
to leave, but say that since you 
haven't received a raise you wonder 
whether he has any suggestions as 
to how you might improve your 
work. Perhaps he hasn't been com- 
pletely happy with your work but 
has been timid in pointing out your 
shortcomings. If such is the case, 
you will have to determine whether 
or not you agree with him. 

It’s possible for a company to sus- 
pend raises after a poor financial 
year, Certain industries, too, have 
lower pay scales than others. And, 
of course, there are still a number 
of individuals and firms who try to 
pay their help as little as possible. 
Under these conditions, you will 
have to decide whether you like 
your job well enough to forego more 
money elsewhere. 

Don't ever quit a job simply be- 
cause you haven't had a raise. A 
talk with your boss about money 
may be difficult, but invariably it 
will prove profitable. You may not 
get an immediate raise as the result 
of such a talk, but you should satisfy 
your curiosity as to why you havent. 
Having satisfied your curiosity, you 
can decide on your course of action. 
Whatever your decision, you're the 
one who will profit from it. 
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VERY FALL at a Midwestern college, the fresh- 
man class in Logic hears these opening remarks 
from the professor: “During the next several months, 
were going to be using the word ‘judgment’ often. 
Now, if you leave out the middle ‘e,’ it will save you 
time, and besides—that’s the proper way to spell it.” 
As an efficient secretary, you've long ago learned to 
omit that middle “e”; but no matter how much you 
pride yourself on your spelling, you may suspect a 
few blind spots. For a safety check, there’s an up-to- 
date dictionary within easy reach. Perhaps you use it 
when the boss has slipped a compound word into the 
dictation and you're not quite sure whether it’s now 
being spelled as one word or the hyphen is still used. 
Occasionally, you refer to the dictionary for the 
proper division of a word at the end of a line. 

You don’t want to make your boss a proofreader, so 
you have that A-to-Zymurgy volume, the dictionary. 
Have you reserved space for a few more books? The 
references you use after you get the job may be as 
important as those you used to get it. 


A GOOD SECRETARIAL MANUAL is a must—it will help 
you with all office procedures. You'll turn to it when 
new recordkeeping problems arise and you must 
change your filing system from alphabetical to geo- 
graphical; youll use it when you need to initiate a 
numerical system as a cross reference. Feeling appre- 
hensive because you're rusty on filing-system rules? 
This uneasiness will vanish when you turn to the pages 
where these instructions are neatly printed, just as 
you once learned them. 

You'll need the manual when you have to type a 
letter to a dignitary and want to be sure of the proper 
salutation and whether to close with “sincerely” or 
“respectfully.” It may help when your boss is writing 
to his congressman and you wonder whether to address 
him as “Mr.” or as “The Honorable” (whether your 
boss thinks he is or not). 


UNLEss you'RE a littlhe more than human, once in a 
while your shorthand may need perking up. When 
you find that a word in longhand has slipped into 
your notes, you can sharpen your speed by referring 
to a shorthand dictionary. Look up the form when 
you go back to your desk; practice it; and, like a 
virtuoso, enlarge your shorthand repertory. 


AN ALMANAC will serve you well and oftener than you 
think. It’s literally packed with facts. In such a com- 
pact little volume, you can find geographical informa- 
tion, business and industrial figures, income-tax aids, 
dates of outstanding news events, and historical data. 
There is even a list of state holidays that may be 
important in planning the boss’ trip or in deciding 
whether to send a letter special delivery to make sure 
it will get there on time. 

An almanac also contains postal information, but 
if you have frequent mailings with problems such as 
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which class of mail to use, comparative costs of mail 
services, or the spelling of the names of towns scribbled 
illegibly on letters received—then you should have 
some or all of the publications listed under “Postal 
Booklets” at the end of this article. 

Tailor your reference shelf to your job. If your boss 
travels a great deal, you should have the Hotel Red 
Book, current air and rail timetables, maps of the 
territory in which he’s most interested, and an atlas. 
If he’s a doctor, better have a medical dictionary for 
the strange words where an “i” for an “e” may consti- 
tute a serious difference in meaning. Put your imagina- 
tion to work and be alert to books that will be useful 
in your boss’ business or profession. 


SINCE YOU'RE CONSIDERING your own bookshelf, you 
might study the bookcase in your boss’ office. Does it 
fill his particular needs, or should something new be 
added? An occasional trip to the corner bookstore 
during your lunch hour might reward you well if you 
brought back to him the title of a new book or two, 
and a brief description of each. 

If he does much research or often needs a variety of 
information, he may need a one-volume encyclopedia 
such as The Columbia Encyclopedia published by the 
Columbia University Press. If he makes many speeches, 
Familiar Quotations by John Bartlett would be useful. 
It’s published by Little Brown and Company, Boston. 
Perhaps he needs Who’s Who or Current Biography 
in his office for quick reference, or a list of Government 
publications. Once you start checking, you'll find 
there’s a dictionary, a directory, an index, or a register 
for every possible use. You'll find a dictionary for biog- 
raphies, a directory of newspapers and _ periodicals, 
and a register listing advertisers using national media 
with such details as their advertising budgets, agencies, 
and account executives. 

When you've earned your boss’ confidence so that he 
gives you some correspondence to answer on your own, 
you'll certainly need a source book of synonyms and 
antonyms. You'll also be able to use a good book on 
grammar. It will be of value when you're not quite 
sure whether to put the quotation marks before or 
after a semicolon. And the section on business-letter 
writing may help you to avoid repeating the old 
phrases and forms. 

Repetition, however, does have its proper place. 
When it concerns style, be consistent. Don’t be like 
the girl who never typed a book title the same way 
twice in a letter because she wanted to avoid monotony. 

As a matter of fact, titles are sometimes put in 
quotes, sometimes underlined, sometimes typed in all 
caps. One girl, applying for a secretarial position in a 
publishing company, carefully underlined all book 
titles in her entrance test, exactly as she had been 
taught. An older employee offered to read the letter 
before it was shown to the interviewer and suggested 
thoughtfully, “Your letter looks fine, but here we hap- 
pen to put titles in all caps; so why don't you redo it 
before you turn it in?” 


Study the style of your own company. If you're in 
a one-girl office or small organization where no style 
has yet been set, you might compile your own style 
book. Your letters will look so good—perhaps without 
the boss’ realizing why—that he'll be proud to have you 
type his important mail. Your boss doesn’t really have 
to be kept in the dark, however. Ask his preferences, 
and tell him what you're up to. He'll appreciate your 
interest in the job. 


Ir YOU CAN FIND a few more odd moments for study, 
vou might read the front and back sections of the 
dictionary. Surprised? Well, you will be if you’ve never 
done it. There are all sorts of fascinating pieces of in- 
formation in it. The section listing proofreaders’ marks 
and explaining the preparation of press copy will be 
interesting enough to convince anyone passing your 
desk that you're a bookworm. The pronouncing gazet- 
teer may avoid an embarrassing moment for you; and 
the biographical section, containing the dates of birth 
and death and a one-phrase description of famous 
personalities, may come in handy someday. Knowing 
where to find the list of abbreviations will help when 
you wonder what “Q. E. F.” means. 

As soon as youve decided which books to use as 
references, how to use them should follow naturally. 
If a book, in addition to its table of contents, has an 
index, you may save many moments of searching and 
skimming. Study your volumes enough so that you 
will know how to use them quickly in a busy moment. 

There may be one more book you will want to in- 
clude on your bookshelf, but you won't be able to buy 
this one. Why not make up an anniversary book for 
your boss? Into this would go dates of special signifi- 
cance for him, such as family birthdays and anniver- 
saries, dates important to his clients, and birthdays 
and employment anniversaries of employees. 

No old-fashioned gal, you! A well-planned bookshelf 
is one of the differences, and an important one, be- 
tween you and the secretary of yesterday in her shirt- 
waist and high-buttoned shoes. You won't begin your 
letters with her old cliché, “Yours of the 25 inst. 
received,” but you will certainly be true to one of her 
discarded phrases in the way you use your reference 
books: “Contents duly noted.” 


Title Suggestions 


ALMANACS: 

Information Please Almanac. New York: Macmillan 
Company. 

World Almanac and Book of Facts. New York: N. Y. 
World Telegram and Sun. 


Business ENGLISH AND LETTER-WRITING: 

Babenroth and Parkhurst. Modern Business English. New 
York: Prentice-Hall. 

Fernald. Synonyms, Antonyms, and Prepositions. New 
York: Funk & Wagnalls. 

Manual of Style. Chicago: University of Chicago Press. 

Roget's Thesaurus (various publishers ) 


Shurter. Effective Letters in (Continued on page 50) 
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PHOTO BY RICHARD DEAN 


N A SMALL OFFICE high above 

the busy streets of New York, 
sits a young man with big ideas and 
the energy and enterprise to carry 
them out. His name is Kenneth 
Silver, and among his assets is the 
ability to answer two clamoring 
phones simultaneously and satisfac- 
torily, all the while conducting a 
rapid-fire interview with a prospec- 
tive employee. 

The reason for the small office, 
the clamoring phones, and the hope- 
ful applicant is Ken’s newest brain- 
child — Services Unlimited, Inc. — a 
service organization ready to rush 
temporary office help wherever it’s 
needed. 

“Our aim is to please,” says Ken, 
“and that means pleasing not only 
the employers, but the girls we send 








out as well. After all, if the girls are 
happy, they'll do their best—and that 
should make the employers happy. 

“All our girls are competent,” he 
continued. “They have to be, or they 
wouldn't be on our list. Before we 
accept them, we test them thorough- 
ly. And.” he grinned, “that’s one 
phase of the business where I can 
qualify as an expert.” 


KEN’S AN EXPERT TESTER because he 
knows whereof he tests. He can take 
shorthand and dash off letters on the 
typewriter just as well, if not better, 
than the girls who come in for inter- 
views. In fact, on rush days he has 
sent himself out on a job; and, he 
boasts, “no boss has complained 
yet.” 

The road that led to Services Un- 
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limited began back in the Army. 
When Ken filled out his question- 
naire he said that he knew how to 
type (which he did) and intimated 
that he knew shorthand (which he 
didnt). The Army accepted both 
statements as facts and assigned him 
to Fort Benjamin Harrison in Indi- 
ana. Here, from eight to four every 
day, he studied typing, shorthand, 
grammar, mimeographing, and mili- 
tary administration. 


FROM THE VERY BEGINNING, Ken was 
fascinated by shorthand, and his en- 
thusiasm led him to some extracur- 
ricular work. “There really wasn't 
much doing in the way of recrea- 
tion,” he reports, “and I decided to 
spend my free time on something 


that was (Continued on page 59) 
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YVOLLOWING DOLORYES FLAUM on her rounds 
k at Grey Advertising Agency is a little like trailing 
in the wake of a human version of Univac. Not that 
her pretty face and trim figure bear the slightest re- 
semblance to Remington Rand’s mechanical marvel. 
But, like Univac, Doloryes is called on to answer 
countless questions and solve numerous problems. 
This she does with competence, tact, and a smile that 
no machine could match. 

Once or twice a day, Doloryes walks through the 
entire agency, taking mental notes all the while. These 
rounds are her way of keeping in close touch with the 
secretaries, typists, and receptionists who are her re- 
sponsibility. Questions and problems come from them, 
from their bosses, and from just about everyone else 
in the agency. 

“Miss Flaum, where does the new typewriter go?” a 
messenger asks. 


One more task for a busy supervisor—Doloryes and attractive 
Gai Taylor, one of the agency's 

receptionists, check over the lateness and absentee 
records for the week. 


Doloryes discusses her problems with executives 
of Grey Advertising—Norman Berger, 
secretary; Arthur C. Fatt, president; Her- 

bert D. Strauss, executive vice-president. 








“Doloryes, do you have some aspirin? I feel a cold 
coming on,” groans a copy writer. 

“Tll never get these letters out by myself. Do you 
think you could send someone up to help me?” This 
from a harassed-looking secretary with carbon-stained 
fingers. 

So it goes, through all five floors of the agency. And 
the questions continue even after Doloryes returns to 
her desk. There, the phone rings constantly; in be- 
tween rings there's generally “someone wanting some- 
thing” at the desk. 

Doloryes’ official title is “Secretarial Supervisor,” 
and, like most titles, it covers a multitude of jobs. 

“My main task,” she explains, “is to keep everybody 
satisfied—executives with their secretaries, secretaries 
with their bosses, agency heads with the whole setup. 
I'm really a liaison between these groups; it’s my job 
to smooth out any differences that arise. 





“That’s why I find making the rounds of the agency 
so helpful,” she continued. “You can really learn a lot 
by walking and talking, even though it’s sometimes 
a little hard on the feet.” 

Some examples of Doloryes’ finger on the agency's 
pulse: The transfer of a secretary from a dynamo boss, 
whose rapid dictation she couldn't handle, to a man 
who worked at a slower pace. A new chair for a 
typist who complained that not only was her old one 
uncomfortable, but it snagged her nylons every time 
she moved. Coaching a receptionist whose pony-tail 
hairdo and ballet slippers didn’t quite fit into the 
business scene. 

Another job on this supervisor's list is seeing that all 
secretarial work gets done as quickly and efficiently 
as possible. Often one of the agency secretaries will 
be literally swamped with dictation, typing, or mailing. 
She'll send out a call for help to Doloryes, who then 





ELIZABETH JAY 

















assigns the overflow work to one of the members of 
her own staff or pitches in and does it herself. (She's 
an expert typist.) Thus the paper work is always at a 
peak level of production. 


Do.oryEs sTAFF consists of an assistant “who can do 
anything,” a supertypist, and two “floaters.” The float- 
ers fill in for sick or vacationing girls and, in general, 
lend a hand wherever they're needed. 

Not only is Doloryes responsible for all the girls 
on the job, but she plays a big part in hiring new staff 
members. Applicants for secretaries’, typists’, and 
receptionists’ jobs are first interviewed by the person- 
nel department and then sent to Doloryes. She ques- 
tions them carefully, gives them the necessary tests 
(often using material from Topay’s Secretary ), and 
then recommends them for specific jobs. She has such 


a good idea of “who needs what” (Continued on page 58) 


7 BR bt oe 


Typical scene, typical pose. Supervisor and 
secretary put their heads together 
over a knotty problem. 








typing therapy 


FAULTS 


@ A TYPIST needs, quite often, to 
take inventory of techniques used 
on the common service keys. It is 
so easy to revert to bad habits and 
equally easy to develop good ones! 
The drills on the opposite page not 
only lead to better techniques, but 
also assure the typist of improved 
proficiency. 


1. A mere flick of the margin re- 
lease with the little finger extends 
the writing line. Even so, typists 
often use the first finger; and some 
cross over with the left hand to de- 
press the key. Motions of this type 
are inefficient and unnecessary. As 
you practice this little-finger reach, 
leave the other fingers close to the 
home keys and keep your eyes on 
the copy! 


2. The tabulating key is not shaped 
the same on all machines, nor is it 
in the same location. Whether it is 
a bar, key, or palm tabulator, the 
typist must be able to do accurate 
tabulations with her eyes on the 
copy. When practicing the second 
drill, make a special effort to avoid 
moving the entire hand to the tabu- 
lator and moving the fingers out of 
position. Keep in mind also that if 
you type on a manual machine 
rather than on an electric, the key 
must be held down until the car- 
riage stops, to assure full spacing. 


3. The backspacer is another one of 
the service mechanisms that is often 
depressed incorrectly. A hinge-type 
motion with the wrist and a little- 
finger reach are all that the typist 
needs. When typing the third drill, 
try to depress the tab key and back- 
with a co-ordinated and 
iooth motion. 


nyacer 


25 


4. For some strange reason, the 
correct reach to the shift lock and 
its corresponding release seldom 
receives any attention from most 
typists. And yet, operation of these 
keys is very important in certain 
kinds of work. Drill number four is 
the same as the second and third 
drills with the exception of certain 
words that are capitalized. Repeat- 
ing the same drill, this time with 
certain words in all capital letters, 
will not only provide practice on 
the shift lock and release, but give 
additional practice on the 
niques already covered. 


tech- 


5. The shift kev is one of the keys 
most difficult to operate properly. 


Some typists have trouble with 
timing and get raised capitals, some 
have bad fingering habits, and 
some pull their hands away and do 
not return to the home keys. 

In practicing the fifth drill, try to 
keep the “f" and “j” fingers anch- 
ored and the second and _ third 
finger drawn up out of the way. 
Then be sure that the shift key is 
all the way down when the letter is 
struck. It often helps to think in 
terms of a one-two-three count: 
Suirt-LetTrer-ReELEASE. The final 
line of the drill contains balanced- 
hand words and provides a fine 
measure of shifting skill when typed 
in all caps—without using the shift 


lock. 
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BY FRED WINGER 


Machine Manipulation—rarr 11 


CORRECTIVE DRILLS 

1. Margin-Release Drill 
The drill was planned to give practice stroking the margin- 12 
release key. You are to type for one minute and figure the 24 


gross rate. Then move your right margin five spaces to the 36 
left, repeat the timing, and try to equal that first score, 48 


*t@2# fF t#8 184 #684 Ft @t@& t wf Wee ee 4 


» # Tabulating Drill (Sez Margin and Tabs where indicated) 


PICA or ELITE 


(M 20 or 30) (T 35 or 45) (T 50 or 60) (T 65 or 75) 
left hand right hand both hands balanced hand 
was aware only pupil were phony both of them 
right hand left hand balanced hand both hands 
pink poppy best card the key towns you wasted 


3. Backspacing Drill (Same as above except you backspace after tabulating for lines two and four) 


left hand right hand both hands balanced hand 
was aware only pupil were phony both of them 
right hand left hand balanced hand both hands 
pink poppy best card the key towns you wasted 


4. Shift-Lock Drill (Same as above with some words capitalized) 


LEFT hand RIGHT hand BOTH hands BALANCED hand 
was aware only pupil were phony «both of them 
RIGHT hand LEFT hand BALANCED hand BOTH hands 
pink poppy best card the key towns you wasted 


5. Shift-Key Drill (Same 60-stroke line) 


aAbBcC dDeEtTF gGhHiI jJkK1L mMmNoO pPqQrR sStTuU vVwWxX yYzZ 
Adam Jane Bill Karl Cass Hans Dale Ivan Earl Lois Fern Mark 
Gail Nate Robb Opal Stan Paul Todd Udel Vern Yale Wade Zola 
SHE MAY GO TO THE BIG CITY TODAY AND PAY THEM FOR THE WORK, 
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< ast can you read shorthand? You can probably speed through this page, which is based on Chapters One through Three of the Manual. 
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BY RAYMOND DREYFACK 
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blouse with a yoke of French 
tucks and gleaming rhinestone 
ironing necessary. Sizes 32-38. 
in white, pink, blue, 
and natural. About $6. 
Available at Bloomingdale's, 
New York, 

































Ship ‘n Shore’s rayon-linen 
blouse provides the perfect 
solution for brightening up 

an end-of-season wardrobe. 

In white, dark colors, and 
pastels. Budget-priced at $2.98. 
Sizes 28-40. Available at the 
Dayton Co., Minneapolis; 
Bullock's, Los Angeles. 





Far left: ‘‘Lineen’’ sheath dress with 
detachable white dickey by Lampl 
Fashions. In navy, black, blue, 
white, aqua, burnt sugar, maize, 
melon, pink, luggage, and beige. 
Sizes 8-18, about $11. At the 
Higbee Co., Cleveland; City of 
Paris, San Francisco. 


Near left: Co-ordinates by Rosecrest. 
Silk-lined orlon sweater (about $13) 
matches the striped, pure silk blouse 
(about $10) and flannel skirt 
(about $13). Sizes 8-18. In peach, 
beige, or mint. Available at the Fair, 
Chicago; Jordan Marsh, Boston. 


Right: 

Cardigan coat in cotton popcorn- 
texture knit. Washable; needs no 
ironing. In black, white, and navy, 
sizes 10-18. $14.95. For further 
information write: Koret of California, 
611 Mission St., San Francisco. 
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LMOST EVERY SECRETARY who hasn't been 
endowed with naturally bright, colorful tresses 
has glanced into her mirror at one time or another 
and wondered longingly how she'd look if her hair 
were just a bit blonder or a livelier brown or a richer 
black. Drab, uninteresting hair is a minus factor in 
any girl’s appearance. A 1957 beauty campaign might 
well begin with your topknot—a little experimentation 
to bring out the attractive sheen and brightness that 
will accent a lovelier you. 


IN A RECENT sURVEY conducted by an independent re- 
search organization, it was discovered that only 35 per 
cent of the hundreds of women queried felt that na- 
ture had done right by them in the area of hair color- 
ing. These women ranged from teen-agers to grand- 
mothers in their sixties. Oddly enough, when asked 
what natural hair color they would prefer, the largest 
proportion wanted brown. It seemed evident that 
many of the women who were dissatisfied were not 
unhappy with the color of their hair, but rather with 
its lack of high lights. By slightly altering the shade 
or by intensifving the natural warm tones, they could 
have had the radiant hair they yearned for. 

In this modern age of cosmetic miracles, we can all 
possess lovely, gleaming locks. We manage to have 
attractively curled hair—why not attractively colored 
hair? There are many easy-to-use products that will 
enhance your natural hair color. They add temporary 
color high lights—perhaps golden glints to darkening, 
once-blonde hair, red lights to brown hair, or lus- 
trous midnight-blue intensity to dark hair. These prod- 
ucts do not drastically change your hair color. The 
natural color shows through—but with new, gleaming 
beauty. Streaks are blended in, and faded tresses are 
brightened. With these products it isn’t evident that 
youve “done something” to your hair. It’s only ap- 
parent that it looks prettier. 


COLOR-HIGHLIGHTING PRODUCTS come in many forms. 
There are color rinses, color shampoos, color hair 
sprays, and color hair-taming cream rinses. All lend 
harmless temporary color accents to your hair. They 
won't rub off on brush or pillow but can be washed 
out with your next shampoo. (These temporary-color- 
ing products are not to be confused with hair tints— 
our modern version of hair dyes—that are designed 
to completely cover the natural color of your hair 
and that usually cannot be washed out.) Best of 
all, most of the temporary-color products are quite 
harmless, and many contain hair-conditioning agents 
that leave hair soft and silky and more manageable. 

Of all the temporary-coloring products, rinses will 
usually give the most color. Some are designed to be 
added to water and merely rinsed through your hair. 
If a more dramatic effect is desired, the rinse can be 
applied to the hair lock by lock with a natural-bristle 
brush or a swab of cotton. The shampoos and other 
temporary-color products are used in practically the 
same way as their noncoloring counterparts. 


BY 
HELEN 
WHITCOMB 


Which color should you choose? That 
depends, of course, on the effect you 
want to create. An experienced cosmetic 
salesgirl can be of great help, but here 
are some pointers to help you decide. 


Are you blonde (or borderline blonde)? Most manu- 
facturers offer shades that add either reddish or 
yellowish lights to blonde hair. (“Golden” usually 
signifies a reddish tinge.) If you belong in the pink- 
and-white-complexion category, you will probably 
find that a yellow shade is most flattering. Golden 
and red gleams are becoming for those with pale- 
ivory complexions, with little or no pink tones. 


Is your hair a just-plain-brown shade? There are 
many glamorous antidotes. Your hair can be made 
light honey or golden or reddish or chestnut or rich, 
deep brown. Just take your pick! Many brownettes 
have a good deal of red in their hair and will find 
that accentuating this red is very attractive. If, how- 
ever, your complexion has either a pinkish or an 
olive cast, choose shades with little or no red in them. 
Perhaps you will find it most flattering to darken the 
color one shade to a deeper brown. Since temporary- 
coloring products can be shampooed out of your hair, 
you can easily experiment with various shades to see 
which does the most for you. 


Are you a dark brunette? A black rinse will add new 
depth and brilliance. Or you may want to try one of 
the rinses with a slightly bluish cast that will add 
subtle but dramatic blue-black lights. 


A redhead? Though most red hair is glorious in itself, 
it may be desirable either to add golden gleams 
that will lighten and brighten the color or to tone 
down a too-carroty look with a copper rinse that will 
add deep red notes. 


Going gray? Premature-gray streaks can be blended 
in by using a shade closest to your natural hair color. 
If, however, there is considerable gray in your hair 
already, you may want to try one of the interesting 
gray rinses that make gray hair come alive with new, 
exciting luster. Gray hair has come into its own in 
the past few years and is no longer considered a 
detriment to good looks. One of the most attractive 
combinations seen today is lovely gray hair framing 
a young face. 


PHOTO COURTESY OF NESTLE COLORINSE 
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There’s a spectrum of .fascinating temporary-hair- to try, to change, to enjoy at will—perhaps the bit of 
coloring beauty aids to choose from. They are yours magic you need for an even prettier 1957 look. 
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Your pennies con turn into dollarst Here's a 
fascinating hobby that pays off! Send $1 for the 
coin album, (there's space for 59 Lincoln cents). 


When it's full, return COMPLETE olbum and 
receive $16 by return air mail PLUS $1 refund 
for the album (total: $17). Save other sets 
worth hundreds of dollars! All information sent 
with Ist album Send $1 to:BYBYMAIL, Box 67, 

Dept. E-26, Oakiand Gardens Stat., Flushing, N.Y.« 











WHOLESALE CATALOG! 


Big Discounts for your own use. 
Appliances, typewriters, phonographs, 
watches, jewelry, housewares. 


GLENN SWOFFORD 


1023 Gregory St., Greensboro, North Carolina 




















Save $100°° a Year 


and Never Be “Broke!’’ 


Get Perpetual Date & 
Amount Banks. 25c a 
day keeps Date up-to- 
date. Also totals 
amount saved. Forces 
you to save a quarter 
fevery day or Calen- 
dar won't change date. 
Automatic saver for 
gifts, vacations, time 
payments, etc. Use 
year after year. Start 
saving right away. 
Reg. $3.50, now only 
-$1.99 each; 3 for $5.75; 
6 for $11. Mail check or money order to 
rT} CRAFT, Dept. TS, 300 Albany Ave., Brooklyn 
13. N. Y. Over 500,000 happy users! 





00 postpaid. 











BOTTLETTES GENU 
IMPORTED FRENC 


PERFUMES 


Samples from world renowned Pertumers. 
Supply limited—this offer may never be du- 
plicated at this low price. Order several sets 
NOW tor GUARANTEED PROMPT delivery. 
PERFUME IMPORTERS CO.. P.o. Box 264 
Dept. P-182-A, Farmingdale, N. Y. 




















How Is Your Natural Skin Color? 


Develop radiantly healthy skin coloring by 
increasing the circulation of Oxygenized 
Blood by practicing dynamic breathing with 
the sensational CC Breathing Tube. The re- 
sults will surprise and delight you! 


Write for FREE LITERATURE 
PO Box 79E, Bowling Green Sta., New York 4, N.Y. 














Is your ENGLISH 
HOLDING YOU BACK? 


have helped thousands of men and women to overcome the 

handicap of poor English and to become effective speakers, 
writers, and conversationalists. With my new C. 1. METHOD, 
you can stop making mistakes, build up your vocabulary, 
speed up your reading, develop writing skill, learn the “‘secrets” 
of conversation. You don't have to go back to school. Takes 
only 15 minutes a day at home. Costs little. 32-page booklet 
mailed FREE — request. Send mea card or letter TODAY! 

on Bolander, Career Institute 

Dept. 1482, 25 East Jackson, Chicago 4, Illinois 


Please mail me your FREE 32-page booklet on English. 
Name 








Address 





City 
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Today’s Secretary 
oes Shopping 





A touch of fashion from Italy—an 
exquisitely crafted leather “Pouch Bag” 
to complement any casual outfit. Made 
of top-grain cowhide in Sicilian Tan, 
it features a smart gold clasp and 
an adjustable shoulder strap. Handy 
leather-thong drawstrings add beauty 





Pouch Bag is a chic, 
accessory. It’s shipped di- 
rect from Milan for $7.95, postpaid. 
(Pay postman 75 cents duty, which 
cannot be prepaid.) Order from Buck- 
ley’s Imports, Dept. TS, 701 Seven- 
teenth Street, Santa Monica, California. 


and _ versatility. 
year-round 


Brighten your kitchen with this col- 
ortul ceramic “Spoon and Spice Set.” 
The Philippine mahogany wall rack 
contains five hand-painted ceramic 
spice shakers, each 3 inches tall. Four 





spoons, plainly marked, accurately 
measure \, %, and full teaspoons, and 


full tablespoons. Pretty, practical—an 
appropriate gift for almost any occa- 
sion. Spoon and Spice Set is $2.95, 
postpaid, from Haffeman & Cello Sales 
Company, Dept. T-4, P.O. Box 1036, 





Ontario, California. 
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Fairy tales come to life with these 
beautiful Friedel figurines. Imported 
from Bavaria, they have all the fine 


workmanship and gay charm of that 
The figures, about 5 inches high, 
molded wood fiber 


area. 


are made of and 





beautifully hand-painted. A collector's 
item for children or adults. Available 
in three sets: Hansel and Gretel (2 
pieces ), Red Riding Hood (2 pieces), 
and Snow White and the Seven Dwarts 
(6 pieces). Satisfaction guaranteed. 
Sets are $5 each, postpaid, from Peggy 


of Hollywood, Dept. TS-1, P.O. Box 
2307, Hollywood 28, California. 
Pretty addition to your closet— 


covers for wooden and metal hangers. 
They ll keep clothes from slipping oft 
hangers, prevent rust streaks and stains. 
Covers are made of soft, spongetype 


plastic in pastel shades: pink, green, 





They'll stretch to fit all 
$2.85 tor 
three dozen. All prices postpaid. From 


blue, yellow. 
hangers. Just $1 per dozen; 


Craft Plastic Products Co., 
2139 West North Avenue, 
Illinois. 


Dept. TS, 
Chicago, 


An indoor TV antenna with a dif- 
ference—in looks and performance. The 
Channel Master “Showman” eliminates 
old-style “rabbit ears” and long, un- 
wieldy rods. It’s only 19 inches long, 
6 inches high, does not protrude over 





edge of set, cannot be knocked over. 
According to the manufacturer, it will 
provide excellent reception even in 
metropolitan areas. The Showman 
features “Metro-Dyne” tuning that 





climinates interference and “ghosts.” 
For perfect tuning, just switch the knob 
to same channel number as on your set. 
Fine for color, black and white, FM. 
At your local dealers, or write to the 
Channel Master Corp., Dept. TS, El- 
lenville, New York. 


The essence of violets distilled into 
. distinctive perfume. It Comes from 
Devon and has all the charm of an 
English spring. Hand-painted milk- 


glass jug—2% inches tall—holds 1% 


ounces of perfume. When empty, the 





jug can be used as a decorative bud 
vase. Perfume, attractively boxed, is 
just $1.65, postpaid, from Robert 
Mitsch Company, Dept. DW-5, 631 
North Vance Street, Carey, Ohio. 


Mosaics are colorful, decorative, 
useful. Make your own with this new 
“E-Z-Do” kit. It contains everything 
you need—hardboard base (keyed to 





show location of tiles), color-impreg- 
nated “Thermo-plastic” tiles, easy-to- 
follow instruction sheet, colored ce- 
ment, sponge, and wooden scraper. 
The finished product can be used in 
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Made on the finest silk-finish, double * 
weight paper by the world’s foremost 

wallet photo producer. Send ONE 

DOLLAR with your finished A 
graduation picture or glossy print. 

Your original will be returned 


ACTUAL SIZE 
22 x 32 


x 






Ideal For Giving to 
@ FRIENDS 
@ RELATIVES 











© CLASSMATES unharmed with order in a very few x 
one tee Oe days. Minimum order: 25 pictures 
4 @ COLLEGE & JOB from one pose. 
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And many ether wees 5 BROOKLINE 46, MASS. ‘ 
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WANT TO BE A CPS? 


Start preparing now for the next CPS exams 
with our study guide or correspondence course 
(write for prices). Used for 4 years in the fa- 
mous Long Beach, California, course: and by 
students, colleges, and corporations in 32 states 
Study Guide, $3.08; Practice Tests, $2.08. Texts 
available. Business Research Associates Incor- 
porated, PO Box 7093, Long Beach 7, California. 


THE AUTHENTIC 


IRISH 


NATIONAL TIE 





On ST. PATRICK’S DAY 
March 17th wear the only 














official green and gold em- 
broidered Irish national 












~ ° a i hair Baan necktie. Pat. Des. 162529. 
TROUBLED —in t e pr vacy of your home Worn by the president of 
WITH — with the famous Mahler Hair Eire and those of Irish origin 
ge wal Ep — te ogee = the world over. $2.00 post 
UNWANTED h : i “Ov ered how Mahler paid. Also ties with authentic 
Cer the heir root perme crests for 1600 Irish names. 
' NN ee Please send for catalogue. 

t an lear n to use 

ely — effi- 

tive >y-back 

guarantee! Act today! 





de MOLEYNS 0% 


59 East 54th St. New York 22 Plaza 5-6951 





and Se fo ted |4-paace 
PROVIDENCE 15,81, Pen? 98 ee a ae 


booklet 1 Radiant Beauty''! 














genuine SUEDE LEATHER 








pooh tit WH 0 Y ESA l E: f only 39 ¢ ft. 


colors °° mr Sewn, gto Cree “We have purchased nearly a carload 
~ wl $198 of premium suede leather at a fraction 
of its real value. Beautiful tanned 
leather can be offered to you for a lim- 
ited time at only 39c ft. These hand- 
some hides can be cut and sewn like 
cloth . Genuine leather lasts a lifetime. 
Make your own designer fashions . . . 
coats, jumpers, Bermuda shorts, vests, shirts, hats, etc. 
Make table covers, book covers, pillows, sporting goods 
etc. Cover chairs or use as throw rug. It's simple and 
fun to decorate.Order now at this unheard-of low price. 
Save $.Comes with our easy instructions and patterns, 
Specify colorand size. Satisfaction guaranteed. Send to 
WHOLESALE IMPORT CO. Box 75-E, San Gabriel, Calif. 





bags, gloves 
jackets,coat 


belts, pillows, furniture 
skirts 


slippers 











SECRETARIES 2° LEARN WHILE ASLEEP! 
2, » NGUAGES, VOCABULARY, facts, ures - anyths 
CONFIDENTIAL LOANS |) 2.7) > \ors ig ans 


spoken can be learned while you sleep wit 

. 4 university-tested and proved method. Rush $2.00 

$50 te $300 on your signature only. ww) for fact-filled, illustrated instruction book: 

Repay in small monthly payments. “SLEEP-LEARNING, [TS THEORY, 
Details free—write today APPLICATION & TECHNIQUE.” Results 


— 
Y , —_ uaranteed. Satisfaction guaranteed. 
CHAS. D. JOHNSTON, Manager [CO steap-s0erning aecnateh Aeledation 


Brundidge, Ala. P.O. Box 610-P, Omaha, Nebraska 
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THE SECRETARY'S $4.98; Eo 
CHARM BRACELET rostratp 


Twelve accurate miniatures of the secretary’s 
profession, each beautifully Hamilton Gold-Plated 
and guoranteed perfect. Charms include pencil 
sharpener that turns, posture chair that even 
swivels, typewriter, file t, desk, telep 
time clock, stapler, adding machine, eraser, water 
cooler plus the inevitable Swiss cheese sandwich 
and coffee! Money back guarantee. Send check 
or money order NOW! 


PERSONALIZED GIFTS COMPANY 
160 Fifth Avenue, Dept. 12-5, NEW YORK 10, N.Y. 








$4,000,000 
IN PRIZES WON! 


You, too, can win your share of 
these Big National Contests for 
CASH, CARS, HOMES, TRIPS, just 
as our Students do who know the 
secrets of the “School of the 
Stars.” Send today fer FREE “‘Con- 
fidential Contest BULLETIN” with 
winning helps for the biggest 
contests now on .. no obligation. 


SHEPHERD SCHOOL 


1015 Chestnut St., Dept. T, Phila. 7, Pa. 





























101 Office Short Cuts 


Valuable as a dictionary is 
newly revised edition of test- 
ed tips compiled after 3 
ears of research. ‘‘Best 
usiness book I’ve read in 
22 years of teaching’’ says 
Chicago Instructor. $1.98 


REAL NEW BOOKS 
Box 1432-T, GPO, NYC 1 














FREE CATALOG 


SAVE MONEY —NATIONALLY KNOWN 
MERCHANDISE AT WHOLESALE 


Rimgs, Watches, Clocks, Jewelry, Housewores, Ap- 
parel, Electric Appliances, Cutlery, Luggage, 
Leather Goods, Flatware, Novelties & Gifts for the 
whole family! 

WRITE FOR FREE CATALOG TODAY 
JAY NORRIS CO. 487-TS Broadway, NEW YORK 











HOW IS YOUR POSTURE? 


Develop correct posture for health, strength 
and personality by practicing dynamic breath- 
ing with the sensational CC Breathing Tube. 
The results will surprise and delight you! 


Write for FREE LITERATURE. 
P.O. Box 79B, Bowling Green Sta., New York 4, N.Y. 






















FREE PORTRAIT 2 S 
ENLARGEMENT, 
WITH EACH ORDER. 

au WALLET 

PRINTS 





Beautiful portrait 
enlargement worth 
49e—FREE with 
your order for fa 
mous Roy Wallet 
Prints—orderall you 
need for swapping— 
perfect for job, 
sehool, passport, and 
ACTUAL SIZE all identification. 
(2%" x 3%") Send picture or neg- 

2 2 ative with your or 
*} SATISFACTION <der. Satisfaction 
GUARANTEED = cuaranteed. 

ROY PHOTO SERVICE, Dept. 18 
(P.O. Box 644, New York 1, N.Y.) 
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many ways—tray base, table top, wall 
decoration, or floor insert. Fascinating 
fun for both children and adults. You 
can order either the Model Fish design 
shown here or an Aztec Sun design. 
Kit is just $3.95, postpaid, from Frank 
Collman Co., Dept. 137, 212 Broad- 
way, New York 38, New York. 


Precious nylons can be dried quickly 
and safely on this plastic holder. It’s 
so soft and smooth that there’s no dan- 
ger of stockings getting snagged or 
torn. May be used for lingerie as well 





as for hosiery. Dryer can be hung any- 


where, making it ideal for home or 
travel. Saves space—and nylons. Dryers 
are two for $1, postpaid, from Robert 
Fales Company, Dept. TS, 34B Talcott 
Avenue, West Springfield, Massachu- 


setts. 


Liquid Flame—the bottled kind— 
to clear frozen windshields, reduce the 
hazards of winter driving. “De-Ice” is 
a chemical discovery, originally de- 
veloped for use in fighter planes on 
arctic patrol. Squirt it on windshield, 
watch ice disintegrate in seconds. De- 
Ice is available in a handy squeeze 
bottle designed for glove-compartment 
storage. Insures complete and con- 
tinued visibility on all windows. Will 
not harm wax finishes, glass, paint, 
or metal. A 4-ounce bottle (enough 





MAKE MONEY WRITING 


.. Short paragraphs! 


You don't have to be a trained author to make 
money writing. Hundreds now making money 
every day on short paragraphs. I tell you 
what to write. where and how to sell; and 
supplv big list of editors who buy from be- 
ginners. Lots of small checks in a hurry bring 
cash that adds up quickly. No tedious study. 
Write to sell, right away. Send for free facts. 
BENSON BARRETT, Dept. 115-B, 7464 North Clark 
St., Chicago 26, Illinois 








What Is Your’/1.Q. 449 


AT LAST—you may take an approved, reliable 
adult intelligence test in home privacy and con- 
venience! Clear instructions, confidential report 
on completed test. Why guess? Others know. 
Information free. University Test Bureau, Desk 
D18, Box 401, Palo Alto, California. 
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for average winter) is $1, postpaid, 
from the Melton Company, Dept. TS, 
Orangeburg, New York. Money-back 
guarantee. But we're convinced that 
once you try De-Ice you'll become an 
enthusiastic user. 


Pretty Container for African vio- 
lets and other small plants—a ceramic 
pot-within-a-pot. It’s made of special 
porous clay, ingeniously molded in one 
piece, so that moisture can penetrate 
to the plant roots from the inside. No 





danger of harming delicate foliage. 
Outer pot is heavily glazed in attrac- 
tive, lustrous colors: autumn green, 
rusty amber, desert moon, navy blue, 
reddish brown, and gloss black. It 
makes plant care simple and_ safe. 
You'll have pretty, healthy plants all 
year round. Ceramic pot is $1.79, post- 
paid, from Trent’s Ceramics, Dept. TS, 
3725 Hubbell Boulevard, Des Moines 
17, lowa. 


Stop eggs from cracking with this 
new boiler rack. Made of aluminum, it 
has straps that lock into position when 
in use, fold flat for storage. Bright red 
heat-resistant knob allows cool han- 
dling. Easy-to-clean rack fits any sauce- 





pan. Cooking is fun when you have a 
cooking aid like this. It’s only $1, post- 
paid; and with your order you receive 
a collection of recipes for delicious egg 
dishes. From Berneil Products, Dept. 
TS, 358 Fifth Avenue, New York l, 
New York. 





BY ROBERTA G. PAVLU 
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The Taming of 
“Sergeant” Peterson 
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TAMING OF “SERGEANT” PETERSON 


(Continued from preceding page) 
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(Continued on page 60) 
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BY FLORENCE 


ELAINE 


ULRICH 


Director, Gregg Awards Services 








THE HOME STRETCH 


WITH PRAC- 
TICE for better 
shorthand notes 
and the OGA 
Contest well 
under way, you 
will now want to 
concentrate on 
earning the 
speed and tran- 
scription awards in shorthand and 
the awards in filing and bookkeep- 
ing if you are taking those subjects. 
You will also want to take the 
typing-speed and practical-problem 
tests, for which attractive certifi- 
cates and pins are offered. 





WHY NOT, THEREFORE, turn to page 
16 in this issue and read the in- 
structions for the Competent Typist 
ten-minute speed test. Note that 
this material may be practiced for 
speed development. If you are typ- 
ing 30 words a minute, stretch for 
10 this month. If you are an office 
typist and wish to increase your 
present speed, try this: First, type 
the entire Competent Typist Test 
as fast as you can. Note and study 
the errors. Retype, accurately, the 





combinations in which these errors 
occurred, at increasingly higher 
speeds. 

Now, type one or two paragraphs 
of the test at a time, at the best 
speed you can attain. Never mind 
the errors during this speed prac- 
tice. The purpose of this practice 
is to pull out of a slow speed gait. 
If you increase your typing speed 
by 10 words a minute, concentrate 
on typing at this speed with bet- 
ter accuracy! As soon as you are 
typing the paragraphs at this new 
speed with not more than one error 
every two minutes, take another 
section of the test and practice 
it until you have accomplished the 
same result. 

When you have completed this 
speed-building practice on the en- 
tire test, you are ready to take 
the official ten-minute test for an 
award. If you make too many errors 
the first time you type it, try the 
test again and again until you have 
produced the best possible rate for 
the month. 

Practice each month’s Competent 
Typist Test this way, always striv- 
ing to increase your speed an ad- 
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ditional 10 words a minute. If you 
are now typing at 30 words a 
minute, you may increase your 
speed to 70 or 80 wam by June. 
This practice—competing with your- 
self each month in order to earn 
the highest possible speed award— 
can be fun, too. 


A Goop TyPIst must turn out neat, 
accurate, and attractive letters and 
manuscripts at a good rate of speed. 

Millions of typists all over the 
world have taken the practical- 
problem OAT Tests and now be- 
long to a fine organization of 
skilled typists—the Order of Ar- 
tistic Typists! You can earn either 


Junior or Senior Membership. To 














become a Senior Member you 
should be able to type the Compe- 
tent Typist Test for ten minutes at 
not slower than 40 words a minute. 
The OAT Test, however, involves 
placement problems and need not 
be timed. 

This month’s OAT Junior and 
Senior Awards tests are published 
in this issue. Turn to page 45. Read 
the instructions, then arrange your 
typing-practice program to include 
these tests. 

The shorthand speed, transcrip- 
tion, filing, and bookkeeping tests 
are published in Business Teacher, 


OGA 
JUNIOR 


This material is “loaded” with 

easy joinings and with fluent blends. 
Practice this test as many times 

as you like, trying to get a 

light, smooth, fluent copy that shows 
your best shorthand penmanship. 


You may copy line for line or 

in narrower columns; you may use 
either blank or ruled paper. Shorthand 
notebook paper is fine. 

Your writing may earn you a 

Junior OG A certificate or pin. 


OGA 
SENIOR 


This material includes just about 
every possible shorthand joining—it 
is a real test of your ability to 

write anybody-can-read-it 

Gregg shorthand notes. 


Emphasize good proportions, a uniform 
slant, and very smooth joinings. 

If you can qualify by penning a 

good copy of this material, 

you will get the 

Senior OG A certificate or pin, 
thereby becoming 

a full-fledged member of 

the Order of Gregg Artists. 


a magazine for teachers. If you are 
a student, ask your teacher about 
these tests. If vou are employed and 
wish to earn the additional awards, 
ask your supervisor, office manager, 
or department head, to give vou the 
tests. Requests for Business Teach- 
er may be sent to this department, 
and we will pass them along. 
Business Teacher cannot be mailed 
to students. Secretaries may take 
the tests by sending the name of 
the sponsor who will give them. 
Straighten your shoulders, plant 
vour feet firmly on the floor, and 
get set to reach for superior skill 





while going down the home stretch. 
Scores of young men and women 
have won not only the beautiful 
awards offered for this superior 
accomplishment, but also excep- 
tionally fine and remunerative posi- 
tions as typing demonstrators, 
court stenographers, typists, and 
reporters. Through the OAT Tests, 
thev—and their employers—discov- 
ered greater aptitude for excel- 
lent and outstanding secretarial 
performance! 

Maybe you are a potential 100- 
word-a-minute typist—try stretch- 
ing for that speed! 
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[Current Date] Words 


Mr. Robert S. Hartley, Sales Manager; Spencer’ 9 
Hardware Company, Inc.; 490 Madison Avenue; 17 
Chicago, Illinois. Dear Mr. Hartley: You will be 2 
glad to know that we have almost completed the 37 
analysis of your company’s outgoing correspond- 46 
ence. It will be finished this Friday and should be 56 
in your hands on Monday morning. 63 

In going over the carbons of the letters you sub- 73 
mitted, we noticed a number of weak points. How- 82 
ever, we feel that they can be corrected easily by 93 
pointing them out to your correspondents. Do you 103 
think it would be possible for me to speak to them 13 
as a group? The points I’d like to cover are included 12 
in the enclosed outline. 129 

If it is possible to have such a session, would you 139 
make the necessary arrangements? You know how 149 
many will be able to attend and also what time is 159 
most convenient. Some time during the next two 168 
weeks would be best for me as I plan to be out of 178 
town the weeks of the 18th and 25th. 186 

I am sure, Mr. Hartley, that after this meeting 196 
you will see the effects in increased sales. At least 207 
that has been our customers’ experience so far! 217 
Cordially, Keith R. Doyle 222 
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OAT 
JUNIOR 


This letter is to be typed on 

plain paper or letterhead—whichever 
you prefer—in any style you wish. 
The word count will enable you to 
check your production time; 
however, this is not a speed test. 


Strive for: (1) good placement, 

(2) neatness (type clean and clear), 

(3) accuracy—no strikeovers or typo- 
graphic errors, (4) uniform indentation. 
Be sure to spell and punctuate correctly; 
and leave a blank line between 
paragraphs, even in single-spaced copy. 
Practice the Junior Test as many 

times as you wish; then send us your 
best specimen for an award. 





TO GET YOUR AWARD 


Mail your work to the Gregg Awards 
Department (16th Floor, 330 West 
42 Street, New York 36, New York), 
accompanied by the correct fee: 15 
cents for each certificate; 50 cents 
for each OGA, OAT, er 50-word 
CT pin; 75 cents for each higher- 
speed CT award. * Be sure your name 
and address appear on your paper. 
* Any group of papers submitted 
should be accompanied by a typed 
list of names, designating the award 
desired by each candidate. * Febru- 
ary copy is good as membership tests 
for OAT, CT (page 46), and OGA 
awards until March 20, 1957. 











OAT 
SENIOR 


Candidates who wish to qualify for 
the Senior Award are to submit 
the Junior Test (letter above) 

and the Senior Test alongside. 


Use a full sheet of plain, white paper, 
and center this outline 

attractively. Type carefully (you may 
practice this test as often as 

you wish ), and be sure to make all the cor- 
rections indicated in the rough- 

draft copy. 


45 




















FEBRUARY COMPETENT TYPIST TEST 
To compute speed, note the number indicated at the end of the last line you copied completely and add 1 for each additional 5 strokes typed. To get gross 
speed, divide total by number of minutes; or, to get net speed, subtract 10 for each error before dividing by number of minutes. 

(This copy should be double spaced.) Words Words 

It is perfectly natural that window- 7 of small potted plants lined that lone 338 
panes are things that we just take for 15 window sill before any furniture was 345 
granted. We moderns have always had 22 bought for the living room. 351 
them around us. But what a flood of old 30 Yet there was one activity that 357 
memories come to my mind when I _ 37 always made me conclude that usually 365 
think of those ordinary, simple, trans- 44 neither blessings nor woes are un- 371 
parent pieces of glass. I have almost 52 mixed. That activity was washing the 379 
always liked what I saw through win- 59 window. I did this quite often, as I had _ 387 
dows. In fact, at times what appeared 67 always been used to bright and spar- 394 
on the other side of the glass has been 75 kling panes at home. And it was so good 402 
especially appealing. 80 at these times to have just one window 410 

I remember being kept inside, with 37 to wash. I appreciated it even more be- 418 
the window shades partially drawn, % cause the place was on the third floor 426 
when I had the measles. My older 100 and washing the outside of the window $433 
brother had the measles also—it was he 108 posed somewhat of a problem for me. 441 
who had given them to me. If I said 116 Another difficulty was that the upper 448 
that my brother was always bringing 123 sash was divided by wooden strips into 456 
things home and giving them to me, 130 a multitude of small panes, making just 464 
you might think that he was being 137 that many more corners for metoclean. 473 
generous. Let me point out, however, 144 But, in spite of the cleaning problem, 480 
that among the presents he brought 151 I still love a house with lots of win- 488 
home were measles, chicken pox, and 159 dows. Probably one reason that this is 496 
the like. And most often it would be 166 true is that I thrive ona goodly amount 504 
when I was getting ready to do some- 173 of light and air, even when I haveto be 512 
thing that was particularly important 181 inside. The strides that science has _ 520 
to me. Never did the outdoors seem so 189 made in artificial lighting and air con- 527 
enticing as when I had to stay in. 196 ditioning have led some businesses to 535 

I remember, too, my first city apart- 203 consider windows useless. Factories 542 
ment. It consisted of one room that was 211 and offices have been built without win- 550 
used as both living room and bedroom, 219 dows so that they will be free of dust 558 
with a tiny kitchen and a bathroom. In 227 and glare and drafts. In so doing, the 566 
the entire apartment there was just one 235 builders have overlooked something 573 
large, precious window. How precious 242 fundamental in human nature, or, at 580 
this window was you cannot imagine 249 least, in mine. 584 
unless you, too, were raised where there 258 No matter how ideal the light and 591 
were wide open spaces and where the 265 temperature may be, I want to be able 598 
days were filled with fresh air and sun- 273 to look outside. And the desirability of 607 
shine almost all year round. 279 that can be supported by medical 613 

What I had taken for granted at 285 science, because it is deemed much _ 620 
home suddenly became very important 292 more restful for the eyes if one can 628 
and longed for when I found myself in 300 glance up from his work now and then 635 
an unfamiliar and dirty city. I missed 308 and look away a distance. Never would 643 
the shady elms and the big lawn and © 315 any job hold me if it meant shutting 650 
the flower beds that surrounded our 322 me up in an office without windows. 657 
house. Absurd as it may sound, a row 330 


(Repeat from the beginning to complete a ten-minute test.) 


Written especially for Gregg Awards candidates by Ruthetta Krause 
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MISS MURPHY AND THE SERPENT 


(Continued from page 32) 





ibe am: 2 
at Lee LY 
tof. at plage 
CO Pe Hg me dos 
ogg (2, -b 2 7e, 
pes ae te ae 





a = Oe > a — + 
a 95 £ gq > Pra 
- ' te a 


wy od Ce. ee ee 
Se tas “g 
Pad lJfnuxna Cy — 7 


ee Bat 


. Pe oe 


bug Mak 
a nee C 


2 22> AD?. a 
¢ ae eer oe 
en eee 


fad grew reminiscent. ¢ o& ee cy 
 £ yi: (- a B * J. "i 7 


i osen see munis # 
he Oa 
ee 30 eae, in ge F Bee 0 
gt Bt AO ll, ei 
_ DP ¢ 


ee 
EPEE. nc omg 2 OG wuss 


Cr 2 


+ Gen > 7 wpe mm 


(aw Sete 


a 


. ee hi gt a F 


eg 


hein (GOT gg tp 


. Ce 
. aii 7 


18 TODAY’S SECRETARY e@ February, 1957 








ut so ae ee 

a i, o C+ . Rar 

Pings Fa  ¢ ey, 
fee 


<2 es 
Back at her board, 69 7 fv pe 
le + fo. e- C--f-. 


pee Ea at 

\ a—wtee & Hee C € 1 
Tie ae & gen Bion ME 
O° ela” Copan £0 — 
: » BP ee Fo 
“ -. “te ; 


a 2 ee 

ee a 
2 7 60 we 
Pa ath del Fe The after- 
Co. +6 égr -—-o 
Zz. Oe ae S 

bra oe, a 


ed on pa 0) 


— ee 


noon flew by. - 


‘ 








a) 


XY 


¢! 














TO KEEP 





OR 





NOT TO KEEP 





HEN IT COMES to retaining business records, 

people usually fall into three groups. Advocates 
of group number one save everything—from important 
letters to old ticket stubs—forever. In their offices 
files, boxes, and bales mingle in a state of can’t-find- 
anything confusion. 

Members of the second group urge most strongly 
that everything be thrown away immediately, trusting 
to luck that ancient history won't suddenly come alive. 
Their offices are neat, clean, and generally out of 
business in a short time. 

It's the supporters of group number three who are 
the wise ones. They save some records, destroy others 
in time—all according to a predetermined plan. Their 
offices are models of neatness, yet old records can be 
located in minutes. 

Where does your office stand? We hope it’s a 
charter member of group three. If it’s not, perhaps 
the following paragraphs will give you some ideas 
on how to help it achieve that status. Our information, 
incidentally, is garnered from an expert—the Bankers 
Box Company, which conducted a records survey 
among a large group of business firms. 

Record storage is a problem that can be solved 
with a little thought and effort. The first step is to 
determine just how long individual records should be 
kept. This can be done at a meeting of all personnel 
directly concerned, whether it’s the boss and his sec- 
retary in a small office or executives, department 
heads and chief “filers” in a large business firm. What- 
ever the size of the meeting, the end result should be 
a schedule of “how and how long” to keep every type 
of record. 

Step number two is transferring records from active 
files—a “spring housecleaning” that should take place 


BY VINCENT DEMANE 


regularly. Business firms have many ideas on the sub- 
ject, but the method generally accepted is the double- 
period plan. A series of four-drawer files is set up. 
Current-year records are housed in the two top 
drawers; records for the prior year in the two bottom 
drawers. Both are regarded as active files. 

Papers are transferred to storage files the third year. 
The ideal way to do this is to index the records care- 
fully and then store them in boxes specially made for 
that purpose. The boxes should be labeled, and it’s 
a good idea to list the “destruction” date with all 
other necessary information. If records are properly 
indexed and labeled, “look-up” time will be cut to a 
minimum, 

When the prescribed storage period is over, records 
should be destroyed. Those that might cause em- 
barrassment to the firm if they fell into other hands 
should be burned. Less important records may be 
sold for scrap or shredded and used for packing. 

How long individual records should be kept de- 
pends on the type of record and the type of business. 
For example, correspondence, employment applica- 
tions, and petty-cash records can be stored for a num- 
ber of years and then destroyed; but annual and 
monthly reports, case records, checks, and income-tax 
records must be kept permanently. As you can see, 
a plan of record storage is a definite necessity—if only 
to give you walking room in your office. 





There’s a useful booklet available on the subject of 
record retention that includes a list of suggested storage 
periods for all types of records. It’s yours for the asking. 
Just write to the Bankers Box Company, 720 South Dear- 
born Street, Chicago 5, Illinois. 
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ARE YOU SHELF-CONSCIOUS? 


(continued from page 24) 





Business. New York: McGraw-Hill. 
Williams and Ball. Effective Business Writing. New York: 


Ronald Press. 


Woolley, Scott, and Bracher. College Handbook of Compo- 
sition. Boston: D. C. Heath & Co. 


DICTIONARIES: 


Funk & Wagnalls New College Standard Dictionary. New 
York: Funk & Wagnalls. 

Oxford English Dictionary. New York: Oxford University 
Press. 

Webster's New Collegiate Dictionary. Springfield, Mass.: 
G. & C. Merriam. 

PosTAL BOOKLETS: 


Postal Manual, paver 1, Post Office Services (Domestic) 
and Chapter 2, International Mail. Washington, D. C.: 
U.S. Government Printing Office. 

Condensed version of Chapter 1 


above; free, 


local post office. Ask for Form 3550. 


MANUALS: 
Reference 
New York: 


SECRETARIAL 
Gavin and Hutchinson. 


phers and Typists. 


from your | 


Manual for Stenogra- | 
Gregg Publishing Di- | 





| 
| 
| 
| 
| 


vision, McGraw-Hill. 
Hutchinson. Standard Handbook for Secretaries. New 
York: Gregg Publishing Division, McGraw-Hill. 
Turner. The Private Secretary's Manual. New York: | 


Prentice-Hall. 


SHORTHAND DICTIONARIES AND AIDs: 

Gregg. Gregg Shorthand Dictionary, Anniversary Edition. 
New York: Gregg Publishing Division, McGraw-Hill. 
Gregg, Leslie, and Zoubek. Gregg Shorthand Dictionary 
Simplified. New York: 

McGraw-Hill. 


Gregg Publishing Division, 


Gregg, Leslie, and Zoubek. Gregg Speed Building, Simpli- 
fied. New York: Gregg Publishing Division, McGraw- 
Hill. 

Gregg. Gregg Speed Studies, Anniversary Edition. New 


York: Gregg Publishing Division, McGraw-Hill. 


SPECIAL-HELP Books: 
Bredow. Handbook for the Medical Secretary. New York: 
Gregg Publishing Division, McGraw-Hill. 

Mayne and Crowningshield. Accounting for Secretaries. 
New York: Gregg Publishing Division, McGraw-Hill. 
Miller. The Legal Secretary's Complete Handbook. 

New York: Prentice-Hall. 
Place The Road to Secretarial Success. New 
York: Gregg Publishing Division, McGraw-Hill. 
Smither. Gregg Medical Shorthand Manual and _ Diction- 
New York: Gregg Publishing Division, McGraw- 


and Strony. 


ary. 
Hill. 


TRAVEL REFERENCES: 

Hotel Red Book. New York: American Hotel Association. 
(Geographical list of hotels, giving size, price range, 
and address. ) 

Official Airlines Guide, 139 North Clark St., 
(World-wide schedules. ) 

Official Guide of the Railways. New York: National Rail- 
way Publications Company. 
tables. ) 


Chicago. 
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IT’S TIME FOR LUNCH 


BY DOROTHY 


HEN THE HANDS of the 

clock point to noon, many a 
secretary reaches for her lunch, 
takes a quick look at it, and gives a 
polite, ladylike sniff. Ham—or cheese 
—or peanut-butter sandwiches— 
again. The “carry your lunch from 
home” idea may be convenient, 
cheap, and wholesome, but it can 
also be oh! so dull. 

Admittedly, eating the same thing 
day after day isn’t much fun. But, 
whether you carry your lunch in 
one of those fancy new tote bags or 
in a plain brown paper bag, there 
are literally hundreds of ways to 
make it varied and interesting. 


ASHTON 


According to the Arnold Recipe 
Service (old hands at solving the 
sandwich problem ), an easy way to 
gain lunchtime variety is to trade 
lunches with another secretary in 
your office. Better still, plan a Grab 
Bag Lunch. 

The grab-bag idea can become a 
regular weekly habit, with three, 
four, or more girls taking part. 
Or, it can be used for special of- 
fice celebrations—birthdays, promo- 
tions, showers. In any case, it’s sim- 
ple and fun. Just arrange all the 
lunch bags on one desk or table. 
Then let each person choose one— 
and no fair picking your own! 
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Naturally, when preparing a 
lunch that someone else will be 
eating, you will work doubly hard 
to make it appetizing. Yet those 
extra-special touches, those super- 
elegant fillings take just a few min- 
utes more than the proverbial ham- 
on-rye. 

For the best results in sandwich 
making, there are several basic 
rules you should follow: 

When making meat sandwiches, 
slice the meat very thin. Several 
thin slices are easier to manage 
than one thick one. And be sure to 
cut away any fat. 

If you like celery or other un- 
cooked vegetables in your sandwich 
spreads, shred them or chop them 
very fine. Otherwise, they will fall 
out of the sandwich. 


THE HOMEMADE, close-textured 
breads are easy to spread and will 
keep well. If you use them, you 
can make your sandwich the eve- 
ning before and store it in the re- 
frigerator. 

Try using different breads for 
sandwiches. And barbeque buns 
and soft butter rolls will add vari- 
ety without increasing work. 

Olives, celery, carrot strips, and 
pickles take the simplest sandwich 
out of the humdrum category. Al- 
ways wrap these extras separately 
so that their liquids will not damp- 
en the bread. 

The Arnold Recipe Service also 
has some good ideas on fillings for 
sandwiches and ways to make toted 
lunches—grab or regular—more ap- 
pealing. A quick look at the recipes 
below should be enough to con- 
vince you that office lunches can 
be fun. 


EGG AND VEGETABLE SALAD 
ON BUTTER ROLLS 


hard-boiled egg 
tablespoons cooked peas 


owe 


radishes 
2 tablespoon chopped onion 
tablespoon mayonnaise 


— 


Salt and pepper 
4 small butter rolls 


Drain the peas well; and mix with the 
chopped egg, sliced radishes, onion, and 
mayonnaise. Season with salt and pepper to 
taste. This spread is excellent served on 
small butter rolls, two for each person. 
Water cress is delicious with this mixture; 
however, it is best to wrap it separately in 
wax paper and put it on the sandwich just 
before eating. 

(Continued on page 63) 
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A MATTER OF AGE 


(Continued from preceding page) 
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OFFICE SHOPPING CENTER 





If you're particular about the neatness 
of your office or school bulletin boards 
and displays, “Stik-tacks” may be just 
what you’ve been looking for! These amaz- 


ing little plastic wafers are adhesive orm 


both sides—stay out of sight when in use. 
They stick instantly to any clean, dry sur- 
face; yet they can be removed without 
leaving a damaging mark behind. Will 


disks 


prygrascle 





not stick to fingers and are ready for ap- 
plication just as they come from the pack- 
age. Sample folder of Stik-tacks, 25 cents; 
four folders (328 Stik-tacks), $1. Order 
through your stationery store or direct 
from Thompson-Winchester Co., Inc., 
Dept. TS, 1299 Boylston Street, Boston 15, 
Massachusetts. 


Newest Creation to help you save 
money—“#103 Piggy Bank Desk Set” is 
both useful and unique. The world-globe 
bank, with lock, is brightly lithographed 
—holds coins from a penny to a 50-cent 
piece. Ball-point pen (with bankers’ ap- 
proved ink) takes any standard refill, and 
the metal frame is brass finished and 
lacquered. Size: 74 by 4 inches. Weight: 
6 pounds. About $2. 

The #103 Piggy Bank Desk Set is just 
one of Lindenware Company’s line of 





“Pen-O-Rama” desk sets. For complete 
information on this model and the others, 
write to Lindenware Co., Dept. TS, 51 
Greene Street, New York 13, New York. 


Added efficiency and convenience for 
users of the Kodak “Verifax Signet Copier” 
are made possible with a new “Matrix Dis- 
penser Box.” Designed to facilitate the 
handling of either legal- or letter-sized 
matrix paper, the dispenser consists of a 


hinged-cover box with a sliding feeder— 
handle can be manipulated to remove 





sheets of matrix. The Matrix Dispenser 
will be furnished with the new Verifax 
Signet or may be purchased separately. 
Further information may be obtained by 
writing to the Eastman Kodak Company, 


Dept. TS, Rochester 4, New York. 


A recently completed sound and color 
film demonstrates how office machines and 
equipment produced by 14 leading com- 
panies may be integrated into an auto- 
matic data-transcribing system. Entitled 
“Integrated Data Processing,” the film 
shows how “memory storing” media such 
as tapes or cards can greatly reduce dupli- 
cation of time-consuming, costly manual 
operations in the office. 

Some of the companies that contributed 
equipment used in the systems described 
in the film are Addressograph-Multigraph 
Corporation, International Business Ma- 
Corporation, Remington Rand, 
Underwood Corp., and Western Union. 

Prints of “Integrated Data Processing” 
for internal educational use by business 
organizations may be purchased from the 
National Office Management Association, 
Willow Grove, Pennsylvania. 


chines 


An entirely new copyholder introduces 
an exclusive “foldaway” feature and is ap- 
propriately called the “Speedwrite Fold- 
ing Copyholder.” It has all the advantages 





of a regular copyholder, plus a versatility 
that allows it to be adjusted to any desk 
arrangement and lighting. It is easily 
moved forward and backward, raised, 
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lowered, or tilted. A touch of the little 
finger on the “trigger” brings the next 
reading line into view. Allows completely 
clear vision for the typist when used, folds 
over the typewriter keys for storage. A 
magnifier, with two-line reading, provides 
clear, undistorted reading of copy. From 
Hall-Welter Co., Inc., Dept. TS, 46 Mount 
Hope Avenue, Rochester, New York. 


For every secretary, typist, and oper- 
ator of any brand of stencil duplicator— 
Heyer’s “Stencil Correction Fluid.” This 








magic fluid “erases” typewritten or hand- 
written mistakes so that each and every 
copy run from the stencil is clean, neat, 
and impressive-looking. In its recently 
designed hard-to-tip bottle, complete with 
a smart new label, Heyer’s Stencil Correc- 
tion Fluid is a time- and nerve-saver. Cap 
features a conveniently attached brush ap- 
plicator. Heyer’s Stencil Correction Fluid 
is available in 4- and l-ounce bottles from 
your stationery store or office-supply 
dealer. 


A compact photocopying machine 
weighing only 25 pounds has been added 
to the “Heccokwik” line of products by 





Hunter Photo-Copyist, Inc. Named the 
“Cub,” the combination printer and proc- 
essor makes an exact photocopy of any 
printed or written material in just thirty 
seconds. Of stainless-steel construction, it 
is the lowest priced photocopy unit of its 
type on the market—it’s especially recom- 
mended for small offices, salesmen, and 
companies that do not require the use of a 
larger machine. Simple operation can be 
learned in a few minutes. For additional 
information, write to Hunter Photo-Copy- 
ist, Inc., Dept. TS, 595 Spencer Street, 
Syracuse, New York. 








“Thi in the pil for!” 
SEMI-HEX 


with NEW 
LANOLIZED 
LEAD 


. . . You're bound to say 
this about Semi-Hex with 
new LANOLIZED LEAD 
. .. first time you try it. 
Because you'll discover that 
here is the smoothest office 
pencil ever... perfect for 
shorthand and general 
office work. 





Make the test . . . on an 
unconditional money-back 
guarantee. Get Semi-Hex 
with new LANOLIZED 
LEAD today! At leading 


stationers. 
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Write us, Dept. S, for a free trial pencil, 
naming your favorite degree. 


5 Degrees: 1-2-2-2/4-3-4 
Fine Pencils since 1889 


GENERAL PENCIL COMPANY 
Jersey City 6, New Jersey 
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(Continued from 





swimming and sailing in Alexandria. She learned to 
speak English, French, and Italian in school, and 
picked up several Arabian dialects from the family 
servants. Then came two years at the University of 
Cairo and lessons in typing and shorthand from a 
private tutor. . 

“I was determined to do something with my life,” 
she explains, “and I knew that shorthand and typing 
would be necessary in obtaining a job. Luckily, my 
parents were broadminded—Egyptian girls generally 
don't go to work—and placed no obstacles in my way.” 

However, when Eileen met Doctor Phillips and he 
offered her a temporary job as secretary-interpreter- 
adviser with the Foundation, her parents were not 
quite so agreeable. The job meant leaving home for 
the monastery of St. Catherine at Mt. Sinai, where 
ancient manuscripts were being microfilmed. It took a 
great deal of talking and pleading before the Salamas 
gave their daughter permission to go. 

Eileen did such a wonderful job on the Mt. Sinai 
expedition that Doctor Phillips asked her to become 
a permanent member of the Foundation staff. She ac- 
cepted—after another long talk with her parents—and 
thus began her career in exploration and archaeology. 

Conditions at Mt. Sinai had been fairly comfortable 
(the group lived in the monastery ), but later trips to 
Timna and Marib really demanded a great deal of a girl 
who had never had to do so much as her own laun- 
dry before. But Eileen adapted herself quickly. She 
slept on Army cots, used primitive showers—“we were 
lucky to have those”—and washed all her own clothes. 
Since each expedition carried its own power generator, 
there was always electricity available for cooking, re- 
frigeration, lighting—and Eileen’s electric iron. 

Members of the expeditions were usually welcomed 
by the rulers and natives of the countries they visited. 
It was not until the trip to Marib, once the capital 
city of the fabled Queen of Sheba, that they encoun- 
tered any trouble. Although they had been told they 
could begin excavations at this unexplored site, they 
found the native leaders very hostile. Every possible 
obstacle was placed in their way. Finally things got 
so bad that it was decided to abandon camp in order 
to avoid more serious trouble. Early one morning, the 
group—including Eileen, clutching her fur coat— 
climbed into trucks and set out as usual for the site 
of the excavations. But once there they didn’t stop; 
instead they began a mad dash for the border and 
safety. Tons of valuable equipment and many archaeo- 
logical treasures had to be left behind, but they were 
as nothing compared to the lives of the members of 
the expedition. 

In spite of the dangers and hardships, Eileen is 
looking forward to another visit to Arabia. She finds 
secretarial work “on location” a stimulating challenge. 
On each trip, there have been mountains of letters 
to answer, hundreds of reports to type. She has worked 
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in mud huts, kings’ palaces, and in the open air and 
enjoyed each one of her offices. 

One of her main tasks was acting as interpreter for 
the expedition. “She's absolutely invaluable,” declares 
Doctor Phillips. “Not only can she speak fluently in 
a variety of languages and dialects, but she also has 
an amazing understanding of the Arab mind. Eileen 
created more good will and was able to obtain more 
valuable information than a host of diplomats.” 

Eileen’s job has kept her in New York constantly 
for the past few years—with one exception. When 
Lowell Thomas, one of the Foundation’s directors, was 
planning “The Seven Wonders of the World” for the 
Cinerama cameras, he asked Doctor Phillips if he 
might borrow his secretary to act as an “advance man” 
for the Arabian sequence. So once again, Eileen went 
to Arabia. Her tasks—to establish living quarters for 
the Cinerama company and to set up an interesting se- 
quence for filming. She was so successful that Lowell 
Thomas refers to her as the behind-the-scenes heroine 
of one of the most interesting sequences in the movie! 

Eileen has returned to Cairo twice since she joined 
the Foundation. “It’s wonderful to see my family,” 
she states, “and I love catching up on all the news, 
but I'm always glad to get back to New York. This 
is really my home now.” 

“Home” offers many inducements—an apartment of 
her own, the busy streets and shops of a big city, 
plays, parties, and swimming and sailing at nearby re- 
sorts during the summer. She likes to sew but “just 
cant find the time” so she adds distinctive accessories 
—Egyptian earrings, Arabian silver belts—to the 
clothes she buys. 

The future looks bright for Eileen, because she’s 
bound to make it that way. She’s hard-working, intel- 
ligent, charming—an asset on any job she undertakes, 
be it in the Middle East or in New York. As final proof, 
we offer the opinion of the board of directors of the 
American Foundation for the Study of Man. They 
have recently appointed Eileen a vice-president of the 
Foundation, an honor that makes her just about the 
youngest and prettiest vice-president in the country. 





















Cleans type CLEANER! 
Handy dauber whisks 
away dirt and goo In sec- 
onds! Non-inflammable, 
absolutely safe. Slow- 
evaporating, hence eco- 
nomical. Look for the 
smart new orange-and- 
blue carton on your 
dealer's shelves 


NO CARBON-TETRACHLORIDE 
69¢ at all stationers 


and typewriter dealers 
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WHAT KIND OF 
SECRETARY ARE YOU? 








better look into... 


Applied Secretarial Practice 
FOURTH EDITION 


—Gregg, Fries, Rowe, and Travis 


If you are now a secretary or are planning to be- 
«ome one, here is the book you need to help you on 
your way toward being really successful. Applied 
Secretarial Practice emphasizes the importance of 
developing the “whole secretarial person” and 
shows you how to go about achieving that goal. 


You will find interesting chapters on your personal 
qualities, self-improvement, dress and grooming, 
job finding and job success, meeting the public, tak- 
ing dictation and transcription, filing, writing busi- 
ness letters, travel and transportation, handling 
money and maintaining financial records, Other 
chapters give you the latest information on using 
secretarial equipment and supplies, sources of in- 
formation, communication § services, office ma- 
chines, and duplicating processes and equipment. 


A very useful feature of the book is the Appendix 
containing: information and refreshers on gram- 
mar, word division, punctuation, abbreviations, 
capitalization, geographic names, and correct forms 
of address. 


Certainly here is a book that can help you be- 
come a really successful secretary ... and help you 
get that raise, too! Better look into it today! 


Teachers and Training Directors: let us bill 
you at the usual educational discount. 


p==<<====== CLIP COUPON AND MAIL TO:==========5 


GREGG PUBLISHING DIVISION/ McGraw-Hill Book Company, Inc. 
330 West 42nd Street, New York 36 


Please send me: 


eed IS: copies of APPLIED SECRETARIAL PRACTICE, 
Fourth Edition, @ $3.48 


{] Cash enclosed C) ¢.0.D. 
Pe iatucrnisesntesclepcdhesstehiphpentenaliivbecacinathedndids 
EE er Fe ON 
city FE SE EO TS ZONE........ |) no 
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For Successful Secretaries 
—and those ‘‘on the way up” 


Easier, faster ways to handle every- 
day secretarial problems—600 tips 
to help ease your burden of work— 
tactics to put you ahead for a raise 
and the better job you want 






Here is the most complete guide 
for secretaries ever written! Gives 
you 1-2-3 answers on every con 
ceivable office question. Helps you 
develop your judgment and self-re 
aiat e in handling independently 


signed lo you 





~ Comp lete 
Secretary’s Handbook 


by Lillian Doris and Besse May Miller 


omg 10 days free! See for yourself how this Handbook 
\ greater confidence from your employer 

your associates, put you in line for 
Check up on helpful points like 


tige from 
1 bigger pay 


gre ater ‘pres 
promotion an 
thes¢ 


How to set up a ‘‘foolprooft’’ reminder system 
How to act for your employer when he is away 
How to make smooth travel arrangements 
How to write letters without dictation 

How to attend to social obligations 

How to keep track of employer's financial affairs 
How to maintain friendly client relations 

How to select your office wardrobe 

How to handie coal job and yourself with 
polish and po 

How to avoid eoodtens overtime work 


Prove to your own satisfac om cans —~ > 
ful book a successful sec ary an own’’ 
below to get your copy wy 10 days’ 


the most use- 
! Send coupon 
‘tree trial. 


Y« ure HANDBOOK OF BUSI 
NESS. ‘MATHEM ATICS asa gift. Shows you 
short-cuts in arithmetic, easy ways to do 


accurate figuring. Mail coupon below. 


PRENTICE-HALL, INC., Dept. 5886-Bi 

Englewood Cliffs, New Jersey 

Send me the ‘‘Complete Secretary's Handbook’’ for 

Free Examination After 10 days I will either remit | 

$4.95 plus a few cents for postage and packing, or 

return the book and owe nothing I am also to re- | 

ceive free ‘Handbook of Business Math- 
matics, *' mine to keep whether I keep the Secre- | 


le 
| tary’s Handbook or not. 


Name.... = | 


Address 2 sonee | 


A TOUCH OF DIPLOMACY 
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in the agency that she can usually 
pick exactly the right girl for 
opening. 

A newcomer spends several days 
working directly with Doloryes and 
her staff. In that way, she’s well 
versed in advertising procedures by 
the time she takes over 
job. 


each 


her 
This saves time and tempers— 
the new boss’ and the new 
tarys. And, on her daily rounds, 
Doloryes makes it a point to check 
on fledglings for a week or two, just 
to make sure that everything is go- 
ing well. 

Her job list contains several other 
“musts.” She is given an annual 
budget out of which she must pay 
all secretarial salaries. When sal- 
aries are reviewed, she must pass 
on all raises. If a boss feels that his 
secretary deserves a raise before a 
specified time, Doloryes may okay 
t “if the budget can stand it.” She 
also recommends office equipment 
and supplies for purchase, often 
testing many of the items her 
own office before making a decision. 

Once a week, Doloryes meets 


own 


secTre- 





Why 
Tri-Ply? 


Ask any 
Topflight Secretary! 





You'll get this enthusiastic advice: Get the 
ONE ERASER that corrects ALL writing 
errors neatest, fastest—Weldon Roberts 


Eraser No. 399 Tri-Ply. By far the best and 
most-preferred typists’ eraser. Named for its 
THREE RUBBER PLIES. Center layer is 
soft gray rubber for erasing ink writing and 
typed “originals.” Two outer layers of soft red 
rubber erase carbon copies, smudges and pen- 
cil writing. 

Ask your office manager or your stationer for 
Weldon Roberts Eraser 399 TRI-PLY, most 
versatile of all erasers for secretaries. (Also 
made with whisk brush attached—NO. 3900 
TRI-PLY WHISK) 


WELDON ROBERTS RUBBER CO. 
365 Sixth Ave., Newark 7, N. J. 


World’s Foremost Eraser Specialists 









Enanwu> 


Correct Mistakes in Ang Language 


with Virginia Kiem, office manager 
of Grey Advertising. Together they 
duscuss agency problems, review 
decisions made during the preced- 
ing weeks, and talk over possible 
solutions for any problems that Do- 
loryes has been unable to solve by 
herself. 


NATURALLY, DOLORYES JOB keeps 
her on the go all day long. But she 
doesn’t mind hard work; rather, she 
enjoys it. And her career, like so 
many others, has been based on it. 





She started out by working after 
school and during summer vaca- 
tions as a clerk-typist at Good 
Housekeeping magazine. There, the 
“powers that be” were so impressed 
by her abilities that they asked her 
to stay on after graduation. She did, 
and soon after was transferred 
to the promotion department. From 
there, she took another step up—she 
became secretary to the Promotion 
Manager. “He wonderful 
man,” says Dolorves, “and he taught 
me nearly everything I know about 
advertising and promotion.” 

Another secretarial post followed, 
and then Doloryes came to Grey 
Advertising. Once again she im- 
pressed her employers, and when 
names were discussed for the open- 
ing as secretarial supervisor, hers 
led the list. Needless to say, the 
agency is delighted with its choice. 

Doloryes’ job is a demanding one, 
and there are some nights when she 
feels rather tired and tense. “When 
that happens,” she smiles, “I go 
home and start knitting like mad, or 
spend an hour or two listening to 
some light, relaxing music. Or | 
may go dancing or partying, al- 
though I don’t know whether I can 
recommend that as an every-night 
procedure. 

“No matter how I feel at night, 
I’m always glad to arrive at the of- 
fice the next morning. Even vaca- 
tions don’t have much appeal for 
me. Guess I’m just fascinated by 
my job!” 

Maybe that explains her success. 
Or maybe it’s the ability, common 
sense, and that touch of diplomacy 
she brings to every situation con- 
fronting her. Whatever the reason, 
Doloryes Flaum is going up! 


Was a 



































| DON’T KNOW IF HE’S IN OR NOT--!LL HAVE 
To ask Him!” 
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Words 


(Key to teasers on page 18) 


“-ER” OR “ 


-er: 2, 5, 


-RE”? 
7, 9, 10. -re: 
DROPPING YOUR “G’S” 
l. gnaw, 2. gnat, 3. diaphragm, 4. 
gnarled, 5. benign, 6. gnash, 7. gnome. 
“IN” OR “UN”? 
in: 1, 2, 5, 6, 9. un: 


1, 3, 4, 6, 8. 


8, 4, 7, 8, 10. 
THEY END WITH “EAT” 

1. feat, 2. conceit, 3. deplete, 4. feet, 
5. suite, 6. discreet, 7. secrete, 8. sweet, 
9. wheat, 10. receipt. 

KNOW YOUR DICTIONARY 

l.c; 2. b; 3. d; 4. c; 5. a; 6. a. 





ENTERPRISE, INC. 


(Continued from page 25) 





worth while. My first step was to 
borrow a tape recorder and a copy 
of Gregg Speed Studies. Then I tran- 
scribed a number of the exercises 
and dictated them on tape. Voila—a 
series of timed tapes that I could 
play back for dictation practice 
when and where I pleased.” 

“Where” turned out to be the bar- 
racks; “when” was every night. Nat- 
urally, the practice sessions attract- 
ed a great deal of interest. One by 
one, Ken’s fellow trainees dropped 
by to take a look. For some, once 
was enough; but others continued to 
attend the nightly record sessions. 
Eighteen weeks later, the “faithful” 
graduated as PFC’s. More impor- 
tant, they could take shorthand at 
speeds of 125 wpm and up—a real 
asset in or out of the Army. 

On graduation day, Ken received 
a new assignment—not as a secre- 
tary, but as a Far East correspond- 
ent for the newspaper Stars and 
Stripes. But the shorthand study had 
not been in vain, As a means of tak- 
ing fast, accurate notes it proved to 
be invaluable. Ken always had the 
right quotes and soon other corre- 
spondents were checking with him 
for “who said what to whom.” 

When his Army career ended, he 
returned to the United States and a 
job as a newspaper reporter. This 
was followed by free-lance writing; 
television-film editing; part-time 
secretarial work; and Services Un- 
limited—each job benefiting from 
those typing and shorthand courses. 


KEN HAS SEEN ENOUGH of the busi- 
ness world to have a pretty good 
idea of what an employer expects 
from his employees. Keeping the 
boss’ viewpoint in mind, he has set 
up four standards by which he 
judges the applicants who come into 
his office. The standards are equally 
applicable to permanent as well as 
temporary workers. 

Heading the list of requirements— 
and this may come as something of 
a surprise—is appearance. A girl 
doesn't have to be a raving beauty, 
but she must have the shining clean- 
liness and trim neatness that consti- 
tutes good grooming. “If a girl is 
well groomed,” says Ken, “it means 
that she has a sense of personal pride 
that will probably carry over into 
her work. She'll do a good job with a 


pen or a typewriter, just as she does 
with soap and water, cosmetics and 
clothes.” 

Requirement number two is com- 
petence. No boss wants a secretary 
who garbles his words through 
faulty transcription or whose letters 
bear the evidence of too many and 
too-messy erasures. If you lay claim 
to being a typist, stenographer, or 
secretary, know the tricks of your 
trade. 

Ken’s third requirement is flexibil- 
ity, a quality that is just as necessary 
for a four-hour temporary stint as 
for an executive-secretaryship. A girl 
must be willing to do the extra jobs, 
the odd jobs, the unexpected jobs, 
the dull jobs. She must be alert to 
any change in routine, always ready 
to handle whatever comes up. 

A sense of responsibility is fourth 
on the list, and Ken finds this a 
definite necessity for any of his em- 
ployees. “Our girls,” he explains, 
“must give a little more to any job 
they undertake, since they usually 
get paid higher hourly wages than 
most of the regular employees. We 
stress the fact that the work assigned 
must get done, no matter how long it 
takes, how hard it is, or how much 
checking it requires.” 


THESE HIGH STANDARDS result in a 
list of topflight personnel—the real 
goal of Services Unlimited. But the 
service firm offers several other fea- 
tures, too. Their Telephone Dicta- 
tion Company, for example, allows 
a businessman to dial the office and 
dictate letters over the phone onto 
a Dictaphone machine. Within min- 
utes, the letters are carefully tran- 
scribed by one of the office stenog- 
raphers and promptly mailed. For 
busy executives whose secretaries 
are vacationing, overworked, or 
nonexistent, there’s an “unlimited 
secretary” plan whereby a man can 
dictate on a Dictaphone, have the 
tapes picked up that night, and find 
the finished letters on his desk the 
next morning. 

Naturally, offering such services 
to business demands a great deal on 
the part of the owner of Services Un- 
limited. But Ken Silver is willing to 
devote the same time, energy, and 
effort to his new job that he’s given 
to every other phase of his career. 
He’s found that it pays off. 





















every copying machine 


has its favorite 


D IXO N 


PENCIL 


Some pencils reproduce marks 
on duplicating machine copy -- 
others don’t. Are you using the 
proper pencils for your dupli- 
cating equipment? 


Some pencils won't reproduce their 
marks! Others can do the job per- 
fectly -- but only on certain machines. 
DIXON TICONDEROGA 
and family have pencils for both 
reproducing and non-reproducing 
use on all processes. 
CHECK YOUR PROCESS 





Diazo Facsimile 
Photo copying Offset Printing 
Heat - copying Hektograph 





Pencil Sales Division 
167 Wayne St., Jersey City 3, N.J. 


Please send me free reference sheet, 
showing which pencils will work best on 
copy for my duplicating machine. 


Company 
Address 
City 
By 
Title 
Brand Name of Duplicating Machine 








State 























FLICK A LINE 


finds the line 
everytime 








Reverse its panel! 


Change its height! 
Flick its rubber wheel! 


Genuine walnut base with pencil groove and 
book ledge. Inclined masonite panel 83%, x 14. 


low, low $5-95 prepaid 


The ONLY four-way.... 


1 
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COMPLETE copy holder 
Preferred by professionals. 


FRANKLIN TABLE COMPANY 


16 N. 4th St., Louisville, Ky. 
59 








Make it 







you want 


Webster Quality 
Carbon Papers 


* Exclusive Scale Edge prevents running 
over. This uncoated numbered edge makes 
carbon handling easier and cleaner too! 


* Stays flat in extreme temperatures. Each 
sheet smooth and flat for uniform han- 
dling. 


* Weights and finishes to fit your individual 
typing requirements. 


At stationers everywhere 


Make it clear... 
you want 


WEBSTER’S DURAMETRIC 


MUuLTIKOPY 


CARBON PAPERS 
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Free Sample. Fill out the coupon and staple to |—4 

your company letterhead. 13 

12 
 -ee e. ., ‘11 W 
| .F.S. WEBSTER CO. i 
| 17 Amherst Street, Cambridge, Massachusetts peo B 
| Gentlemen: Please send me a sample of Webster’s |-- Ss 
| Durametric Carbon Paper. \-8r 
| \2 E 
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(Continued from page 42) 
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A MATTER OF AGE 


(Continued from page 54) 
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WALLET SIZE 


PHOTOS 


PLUS 10¢ 
25 for SHIPPING 


SIZE: 2Y2 x 3¥2 





+. SAMPLE ** 
las RESUME = 


Here’s the PHOTO Nites 


secretaries everywhere are using 


You receive free, three full pages —a one page sample resume and 

two pages of instructions, to help you prepare resume to use with wallet 

photos. Order extras at same time for gifts — relatives, family, friends 

and identification. Your original returned unharmed with 20 special 

quality 2% by 3% silk finish, double weight photos plus resume. 
You'll love your pictures or money returned. 


pe enn aap cavemen eae ane ap Sep eee ea ae eae aa aes ams See a ee ee ee oe ‘ 








rVige@wy is. | if << 
ey! 
for CARD FILES i 
sal) 


SAVES SPACE, , 


| APPLICATION PHOTOS, Dept. 31 25 | 

Box 271, Salem, Mass. | 
We enclose portrait or photo and $ = for - FOR 

wallet photos and free sample resume and instruction sheets. $1 | 

NAME | , PEN aen sila ____FROM| 
ONE 

a ene eee = poss! 

j CITY ZONE____ STATE ___ ! 
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Any Card Inserted Into 
AICO’S Transparent... 


Plastic ‘“SELF-INDEXER”’, 
(shown above), becomes... 


An Index Guide 
At Guide Height! 


It’s The New, Faster, More Economical 
Way To Index Your Card Files! 


With AICO’s new, transparent, plastic, ““Self-Indexer’’, you can make 
in seconds, an Index Guide out of any card in your file. Just slip the 
card into the double lip at the top and the slot at the bottom of the 
“Self-Indexer’’, and, the combination becomes an Index Guide, at 
guide height, %” above the other cards. Made of heavy gauge plas- 
tic, the “‘Self-Indexer’’ won't chip, crack, split nor tear. In 4 sizes, 
including Tabulating card size. Special sizes made to order. 


FREE: Write Dept. 50 For Free Sample, 
“A468 literature, & name of your nearest supplier. 

44-16 23rd St., Long Island City 1, N. Y. 
INDEXES 426 5. Clinton st. 





Chicago 7, Illinois 
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my desk 
has all 





ee eee#eoier#eeesg$ee#ee#e####e#e## 


It’s a beautiful new 
Globe-Wernicke Streamliner 
...the world’s most advanced metal office desk. 


1. SEC-TRAY...the exclusive new stationery supply 
tray that fits under my typewriter platform, eliminat- 
ing tiresome twisting and turning. 

2. VERTI-SWING...the desk drawer hanging file 
system that lets me file more easily, accurately, and 
quickly, 

3. ADJUSTABLE BASES...to match desk-top height 
to my height. For the first time, my desk really 
fits me! 

4. ARC-SWING...G/W’s exclusive mechanism that 
lets me, from a sitting position, raise or lower my 
typewriter quickly and easily. 

5. SILENT OPERATION ...so quiet the boss looks 
up to see if I’m still there! Nylon drawer glides and 
factory sound-proofing make it possible. 


plus eeethe handy and convenient 
DESK ARM SLIDE 
VISIBLE RECORD TRAY 
lt brings often-used records “in sight 
in seconds,” keeps them quietly con- 
fidential when not in use. The tray @ 
holds 50 5"x8” cards with both sides available for use. 
Would you like to have an illustrated Streamliner Desk 
brochure to slip onto the boss’s desk one morning next 
week? We'll be glad to send you one. Without obligation, 


of course. Just write Dept. 1-2. 
th 
13;)7 


nnivEewba uy 






GLOBE-WERNICKE 


CINCINNATI 12, OHIO 















BEAUTY BUYS 


Double-duty beauty 
buy — Houbigant’s 
“Chantilly” perfumed 
hand lotion guards 
against rough, red skin 
and provides a delight- 
ful fragrance that lasts 
for hours. Contains 
allantoin and silicone. 
Allantoin helps heal 
chapped, cut, and 
scratched skin. — Sili- 
cone repels water and 
guards against harsh 
household clk anse;rs, 

The soothing Chantilly 
lotion comes in an attractive bottle with convenicnt-to-use 
dispenser top. Eight ounces, $2, plus tax. 


The Norelco “Debu- 
tante’’—newest and 
most feminine of the 
electric razors—leaves 
skin satin smooth with 
a minimum of effort. 
Quiet Debutante fits 
comfortably into the 
palm of the hand. The 
special rotary action 
of the shaver elimi- 
nates danger of cutting 
or scraping the skin. 
Pretty enough for a 
dressing table, the 
Debutante comes in a 


a ac 
SOTA 


‘delicate aqua color (with matching cord) and is priced at 


$17.50 at leading department and jewelry stores. 


More than powder 
alone is a new face 
powder by Alexandra 
de Markoff. Contains 
“Elixir” extract so that 
your skin automatical- 
ly receives a soothing 
beauty treatment 
powder puff. (Elixir 
ae lotion contains lubri- 

cating oils that are 

particularly beneficial to dry, flaky skin.) Available in a 2%- 
ounce box for $3, plus tax, and a 5-ounce box for $5, plus tax. 





A boon to tired feet— 
cooling, refreshing “Ice 
Cake.” This creamy 
white liquid contain- 
ing lanolin removes 
dead, rough, and dry 
skin around corns and 
calluses—keeps feet 
smooth and soft, elim- 
inating costly runs and 
snags in stockings. For 
most effective results, 
use Ice Cake after a 
shower or bath when 
feet are clean and dry. 
The lotion is grease- 





less and stainless—no 
need to worry about 
spotting bed linen or stockings. Results will be noticeable after 
the first application. Price, $1.25. 
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TIME FOR LUNCH 


(Continued from page 51) 





BLUE CHEESE 
AND SOUR CREAM SANDWICH 


t tablespoons sour cream 

2 tablespoons blue cheese 

| tablespoon chopped pecans 
6 slices white bread 


Blend the cheese with the sour cream until 
it is smooth. Mix in finely chopped pecans 
and spread generously on a homemade type 
of white bread. Take along several stalks of 


celery, always good to eat with blue cheese. 


MEAT SALAD 
ON BARBEQUE BUNS 


2 tablespoons cooked meat (lamb, 
beef, or veal) 

tablespoon chopped radishes 
tablespoon chopped celery 
tablespoon chopped green pepper 
tablespoon chopped cucumber 


tablespoon mayonnaise 
Salt and pepper 
2 barbeque buns 


Chop the meat and vegetables fairly fine, 
so that the mixture will be smooth and in- 
dividual pieces will not pop out of the sand- 
wich. Blend with the mayonnaise and season 
to taste. A crisp lettuce leaf or several thin 
slices of tomato are good additions to this 
sandwich. They should be wrapped separate- 


ly and inserted just before eating. 





EMPLOYMENT AGENCY DIRECTORY 


Are you looking for a new job? On this page, every 
month, you'll find listed 
agencies that can help you solve your job-hunting 
problems. Whether you want a job in your own 
vicinity or whether you want to move to a new loca- 
tion, our Employment Agency Directory can be your 
expert guide. Check the agencies listed here first. 








CHICAGO 


reputable employment 








NEW ORLEANS 





(-  — 
BIRCH Qualified ree to the 


+. High-Paying Chicago 


Market On An 
SECRETARIAL Employer Pay Fee Basis 
PLACEMENT 


59 E. Madison * Suite 1417 


. Sean 5 CEntral 6-5670 Py, 








Planning Relocation? Contact 


A-1 EMPLOYMENT SERVICE 


1409 National Bank of Commerce Building 


New Orleans 12, Louisiana 
13 Years Same Management CAnal 4241 








PROVISO EMPLOYMENT SERVICE 


Our specialty is providing topflight sec- 
retarial positions in the Chicago Area. 
Employer pays fee. 

23 North Fifth Avenue Filmore 4-2404 


Maywood, Illinois 


NEW YORK 








DENVER 





Fifth Avenue Publishers 
Madison Avenue “‘Ad’’ Agencies 
Radio City-Rockefeller Plaza Firms 
CAREER OPPORTUNITIES 


THROUGH 


MORAN AGENCY 545 Fifth Avenue NYC 











SECURITY EMPLOYMENT SERVICE 


The secretary's ‘Job Center!’’ Mrs. Smith was 
a secretary herself before starting this employ- 
ment agency; therefore, understands your many 
problems. Confidential interviews. Write for 
information and contract data. 


MRS. MARIE SMITH, Owner 
1312 Broadway AM 6-1968 


SAN FRANCISCO 





Ag 
Yow WESTERN EMPLOYERS SERVICE 





MIAMI 





“A Step in the Right Direction...” 
¢ when you visit 


ans for the best in office positions 
oud San Francisco's Largest 


o NO FEE AGENCY 
995 Market St. DOuglas 2-5486 











APGAR AGENCY 


Want information about employment agencies in 


Main Office: 207 Langford Bidg., Miami other cities? We'll be glad to furnish, on request, 

NW Branch: 3641 NW 17th Ave., Miami names of reputable agencies in cities not listed 

SW Branch: 220 Miracle Mile, Coral Gables here. Send a stamped, self-addressed envelope 
‘‘Our Seventeenth Year of Dependable Service’’ with your request. 


HAM AND 
MUSHROOM SANDWICH 


le eh tes ate 


1 tablespoons chopped ham 

6 tablespoons mushrooms 
teaspoons lemon juice 

2 tablespoons mayonnaise 

8 slices whole wheat bread 


In order to make the sandwiches easy to 
handle, chop ham and mushrooms very fine 
before mixing with lemon juice and mayon- 
naise. Spread on whole wheat bread. Or, as a 
change, combine white and whole wheat 
bread. If you use the square, close-textured 
bread, both breads will be the same size and 
make a trim sandwich. 


AMERICAN CHEESE 
AND WALNUT SANDWICH 


| tablespoon mayonnaise 

1/4 teaspoon mustard 

1/4 teaspoon lemon juice 

2 tablespoons chopped walnuts 

| slice American cheese 

| slice Hearthstone white bread 

| slice Hearthstone whole wheat bread 
Mix the mayonnaise, mustard, and lemon 
juice with finely chopped walnuts and 


spread on the two slices of bread. Add the 


slice of cheese. 


MIAMI REPRESENTATIVES 
Russell Kelly Office Service 
Temporary Office Work, Week, Month or more. 





330 W. 42 STREET 
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Coming Next Month 


The cireus is in town—and behind the scenes of “the greatest show 


on earth” 


Brothers Barnum and Bailey Circus. 


is Erma Meyer, secretary to Lloyd Morgan, manager of Ringling 
Erma comes from a circus family; for 


seven years, she herself performed with the aerial ballet. Then, one day, an 
emergency arose in the legal department when a secretary left the circus in 
midseason. Someone remembered that Erma had had secretarial training, 
and it was decided that she be given a trial. Her unusual and well-paying job, 
which includes a three-and-a-half-month vacation and an annual free tour of 
the country, will be featured in our March issue. 


No white elephants in your closet—if you follow the ten basic 
rules of proper clothes-buying set forth by Martier and Raymond, custom 
clothes designers of New York. The rules that these two young designers 
follow when planning and designing entire wardrobes for wealthy clients are 
just as important and pertinent for women who must dress tastefully and 
well on a clothes budget of $25 a month. 
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only the world's finest 
apr standard typewriter gives you 
a” « : ~~ 
ws. C,H LL re 3 
aa ot RESPONSE-O-MATIC 
Ak ACTION 
& ¥ ’ é 
of ‘ Exclusively yours on the Smith-Corona 
- “Eighty-Eight,” Response-O-Matic Action 
brings to you a touch, a feel, a typing 
. action unmatched by any other make. 
= Other exclusive Smith-Corona features: 


Instant-Set Margins... the most natural 
margin-setting system ever devised. 


Amazing Page Gage .. . the device that lets 
you quickly set a “bottom margin.” 
Customstyled Keyboard ... With four extra 
characters. Eighty-eight in all. 

Ask your local Smith-Corona representative 
for an eye-opening demonstration today. 





Smith-Corona Inc Syracuse 1 New York Mi | 
Branch Offices or Dealers in Principal Cities | } { 









































Pa ae 7g RIOR FORO FOR FOL 
National Gregg Shorthand Contes > 


STUDENTS—Ask your teacher to enter your 
shorthand class. Have her send this coupon for 
contest rules and official entry blank. 


& THE 


PEN COMPANY, CAMDEN 1, NEW JERSEY 
e 


CONTEST CLOSES MARCH 1, 1957 


Please send entry blank and rules for 
the new Esterbrook Gregg Shorthand 
Contest, together with copies of con- 
test material for my students. | under- 
stand there is to be no cost or 
obligation for this material. 


THE NUMBER OF STUDENTS I WILL ENTER IS 





TEACHER'S NAME 





SCHOOL __ 





STREET ADDRESS 





CITY ZONE STATE 





Entries limited to Continental United States 
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FREE! AN ESTERBROOK FOUNTAIN PEN FOR 
EVERY TEACHER ENTERING 15 OR MORE STUDENTS. 


* 8 handsome Cup Awards ® Valuable Merit Certificates © Gregg-approved 
Esterbrook Fountain Pens to all winners ® Judging in 4 separate divisions * Colleges, 
Business Schools, Public, Parochial and Private Schools eligible * Nothing to buy 
—no obligations © Excellent opportunity for young job seekers to win recognition 


® 
tt, 
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AMERICA’S OLDEST PEN MAKER 
CAMDEN 1, NEW JERSEY 








